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CENTRAL INELLIGUNCH ACHNCY 


Washington, D. C. 


LO July 1952 


4 oye cert, . o pee ays + 
SUBJECT: Policies and Assunptions to Govern Preparation of 
LOS Budget 


Attached is u copy of a letter to DCI from the Di rector 
of the Pureau of the Budget outlining the eoneral cconomie and 
other assumptions under which the LOS budget will pe wevlewad 
by the Bureau of the Budget. This statement of Vudget policy 
also gives cenoral criteria under which budget cotimehes will Le 
evaluated. A copy of this letter is being # wished for genera] 
information as the finel overall Amency budget is required to be 


~ 
on 


based on these assumpiiuns and policies. 


FOR THE DIRECTO: OF CENTRAL INTELLIGENCT : 
25X1A 


L. K. WEITER 
Acting Deputy Director 
(Administration) 


1 Attachunent 


DISTUuTBUTION WO. 1 
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BALCULIVE OBFICE OF THE PRESTDET 
BUREAU OF THR BUDGET! 
WASHINGTON 25, D.C, 


June 27, 1952 


My dear Genorel Sint th: 


The President has established the Lollowing policies ond 
assumptions to govern tie preparation of the lush Budvet. The 
material contained in this letter is for the zuidence of yous 
agency in prepariugs its estimates and is not to be released 
outside the egency. 


Hmplcyment, production, and national income will continue 
to rise, with the cross national product in the fiscal year 
1954 being around $355 billion (compared to January-March 1952 
vate of $339 billion) and unemployment not excecding an averane 
of 2 million. he availability of materials will not be a 
limiting factor on Government civil programs. 


Prices on the average will remain unchanged at stout the - 
present level. 


International situation - no substantial change in inter- 
national tensions. 


Bureau staff will supply more deteiled informotion on the 
economic assumptions as they may relate to your specific progrsins. 


Budget Policies 


The level of programs and activities to be financed in the 
1954 Budget will be determined by their necessity for the planned 
defense program, the internal security of the Nation, or the 
maintenance of essential civilian services. In general, any 
increase over the level of activities provided by 1953 appropria- 
tions will require exceptionally strong justification. Programs 
relating to defense needs must meet the same strict tests as 
those related to essential civilian needs. Esch activity should 
be appraised in the light of the following specific policies: 
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Sg 


Ll. Wach activity and service should he gserutbinized as to 
urgency and intensity of need for continuation at the 
existing level of operation. Those uot mange a 
Bignilicant contribution to defense or casontial 
civilian needs should be: eriticolly reesamined: if 
elimination would result in loss of the hovernnent 's 
previous investment in physical diiprovenonts, occu 
lation of valuable data, or continuing programs to 
attain Long-range objectives, they may be combined 
at a minimum level. 


ae) 


Provision shovid be made only Lor ininimum seceptable 
involve a reduction in service. 


3. No increase in activities above the 1953 eppropriation 
level should be provided tov unless (a) GQheccbly ¢ce-~ 
lated to and needed foe the current deZense progval, 
(b) clearly required for the supper of essential 
civilian services, taking into account Licensing 
workload end backlogs reaching hn ceah Lo propo. 
tions, of Ce) requived to produce oa tengdbde ond 
substautial auguentation of our aoility to continue 
devoting a large portion ef our econanic aud plrys- 
ical resources to military purposes. Tucrenses under 
(c) Above showld be specifically idewbified and 
justified. 


4, Estimates should anticipate to the maxcimunm extent 
practicable increases in efficiency, such as those 
resulting from reorganizations, daipvoved management 
and mechanical procedures, and betbos prevgrommd ne 
of work to be done. 

Date and Completcuess of SUDWISS Aor 
Your budget for 195! which is due on or before septouber 15, 
should cover the complete requiroments of your agency tor bhe 


wear. 
Sincerely yours, 
(Signed) P. Jd. LAWLON 
Nivector 
Honorable Walter B. Smith 
Director, Central Intelligence 


Agency 
Washington 25, D.C. 
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feng aan 
Security TInvornetion 


CMTNAL TNE LLIGENCE AGENCY 
Vashingbon, D. uu. 


Nove cote 
25X1A a 5 duly lyse 


HUBVECT: Pre-exit Trbervwiews 


Kae AGE (oti dated 22 October LOS, vubject: *Peosoncel 
Exitveintecviewing," called attention to the necessivy fer PLUS ol pte 
ventelble turnover of competens persannel. Woille seat interviews are 
bedus conducted for viruually all separated sersonnuel, » they usuawly 
occur 80 Jate that no setion can be taken to Save the euployee, Exit 
interviewloy procedure is profitable only if supcrviserss see to ut thet 
cuployees who contemplate leaving the Ayency ere reverved to the Personnel 
GV¥hes before their plans for Le Having Gre nile Piam. Prequentily dined Laie 
Guu intermediate supervicors fail in theie obligesion bo take et'feebive 
and timely action when an employee expresses diesatistactionfour auumauness 


hig intentlon to resign. 


25X1A 


2. Good personnel nanacenent starts with the ammeciate or (lest. 
Line Supervisor, The effectiveness of the ageosy depends to a La me 
degree on how weil the supurvisur appreciates what his conmtyibubion 
coun end should be. Tetertion of capable GMPLOYeeS Ls one wP munuge- 
menit's pohLme Ss Seen supervisors.at all Levels must be corn- 


stuntly alert to establishing ond mulntaining job stidefaction of 


3. Avecordingly, it is directed that suvervicsors refer to the 
VPpLropriave poe Relations Branch any ciaployee who expresses job 

ov Ghher dissavulsvactinn which ean not bu wesolved theo, sh ecm 
Supervisory chamns Procvaist ae bien must oe avoided in such matters, 
perticulariy when there is indication that vhe Penipde oye Ls contemplating 


esignation, 


POR THE DIRYCTOR OF CENTRAL INTELLIGSNCZ: 


| L. Kk. WHIT! 
Acting Deputy Director 
(Administration) 


DISTRIBUTION NO, 


} RESTRICTED 
security Information. 
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STANDARD FORM NO, 64 Sourdy lity esaton 

Office Memorandy * UNITED STATES GOVERNMENT 
Uh} 4G Ge 

TO ' Acting DD/A pare: vi 1 3669 


FROM 1: Acting AD/P 


SUBJECT: Pre-Biit Interviews 


le From my review of reports of exit interviews I an convinced that 
we need to tighten up our requirement that our Employee Counsellors be 
given the earliest possible chance to put the wheels in motion to Salvage 
good people who may be leaving the Agency for preventable reasonse Our 


past successes have been fair but I feel we have much room for improvement. 
20 There is attached a draft of a Proposed CIA Notice which is aimed 


at further decreasing our preventable losses, Recommend it be published 
at the earliest possible date, Distribution should be made to the lowest 


supervisory level, 


MATTHEW BATRD 
1 Attachment 


Draft of proposed Notice 


PSN ory 
hy oe is vd 
Ses 243 


ee 
ay KP i Mg 

’ 
formation 


Security 
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CENTRAL INTHLLIGUNCE AGENCY 
Washington, D. C. 


25X1A NOTTUR 
Po L July 1992 


SUBINCT: Dismissal of Personnel Due to xcessive Heat. 


25X1A l. Ci A Ns sts Sect: "Diemicsal. of Personuel Due 


ty Excessive Heat", grants authority to Ofiice heads to dismiss groups 
. personnel under certain specified heat and hum dity conditions. 


2. The conditions specified in the Regulation are that the 


temperature be 654 on hicher accompanied by a humidity of 55% or move 
or similar conditions which render a particular area uusuitable for 
Work. 


3. Tn ovder to assist Office heads in making determinations as to 
whether existing conditions are such that group or mass dismissels are 
warranted, the Chief of General Services wold previde Pacilities for 
tele fonperecure and. Humidity readings wuen requested. These tempera. 
ture and ‘uumids ty readings will be furnished automatically when perue rel. 
weacher conditions are such that it appears this service will be needed. 
At other tines, such sesvice way be obtained by calling the Buildirys 
Maiutenance and Utilities Division, Extension 2166. 


4, Groups of personnel dismissed under tnis policy will not be 
charged with leave. 


9» In cases where determinations have not been made by the Office 
heads that group or mass disnissuls are necessary in particular areas, 
individual dismissals will te handled in the normal manner; i.e., indi- 
viduals who feel that they must be excused will be charged with annual 
leave or sick Leave in accordance with medical determination. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 25X1A 


L. K. WHITE 
Acting Deputy Director 
(Adiwinistvation) 


DISTAIBUTION NO, 
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CENTRAL INTELLIGENCH. ANENCY 
Washington, D.C.  -: 


NOTICH 
a 50. June 1952 


SUBJECT; Transit Strike + mersency Service 


1. In the event of a transit strike, the cooperation of al] employees 
Will be appreciated in helping their fellow employees who normally use 
public transportation un traveling to end trom work. 


eo The vollowing suggestions are-offered and it is strongly urged 
thet. al] euployees cooperate to the. fullest extent possible. 


a&. Lmployees who use public*transportation should try to arrays. 
for a ride to and from work with @ tellow employee or Lriend wi ia 
Gpiving to work in the vicinity of CLA buildiugs. 


b. Those employees driving their own. cars can be of great 
service diving this cmergeucy by placiuy hand wade placerds im the 
window of theis ca indicating the general area of destinebson both 

going tovand from work, such as: 


(1) Riverside Stadiuni 
(2) West Potomac Park 
(3) Luancoln Memorial 
These signs should not read (IA. On the return trip in the evenin. 
euployees might inadicate on the reverse side of the sign, general 
destinations as follows; 
) Bethesda via Wigconsin-Avenue. 
U 4 
(2) . Silver Spring via. loth Street 
) Southeast ‘via South, Capitol Street Bridge 


c. Signs will ba printed on request to. the Reproduction Divisiuu, 
Administrative Service, Extension 3606. 


d. Yo facilitate the above suggested plans, the Agency has es- 
“ tablished the following pickup and delivery podluts. Employees driving 
their own automodiles would pass by one of “the Pailowing asseubly 
"~ points in the evening where employees Wathout transportahlon would 


aspemble. 
ee 
RUSTRICTED 
eter fh tad Tntormation: 22 ee a 
i 
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RWUSULRTIC ED 
Seveurhty Informacion 


Assenibly points are estewolished as rollows: 


North, Central, ral, Administrats on, South, "oO" and "M" Buildings 


paca precanamenes wRnertenethe! he mot anen terane tie etn tny fet marten 


The Capital Drang it burn around stop be iween "HY Bu Wicins 
and the Hourich Brewery and directly across the street from 
Riverside Gbad.um, ; 


"1." and a Buildings 


eee eee a eee: 


In the rear of "L" and "K" Buildings at gates L, 3, 9, and Lo. 


Quarters "1", _ 2! AlLeott Hall 25X1A 

in the parking area behing Quarters "L". 

e. OFtice heals should exercise reasonable Latitude in excusing 
omployees who arrive Late or must Leeve early due to transportation 
difviculties or arrangements. 

3. Information from the U. 8. Perk Commission wndicates that 
additional parking will be pevwitted on the Polo Wietda, West Potomac 


Park udjacent to Quarters "I". 


FOR VH® DIRLCTOR OF CENTRAL INDELLIGENCE: 


25X1A 


~ 


Lis. Ke, WHET 
Acting Deputy Director 
(adm: inig tration) 


DISURIBULION No, 4 


om 
RESTRICTED 


Security Information 
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RESTRICTED 
Security Intormation 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


25X1A ss Laat 
HOTT 7 
25 Jme 19d2 
SUBJECT; xpenses cf Studeats Emrolled In External Training 
25X1A PvOs ams. 


REVERENCH: CTA Peeulesion RRR 


lL. bffFeetave 1 July 1952 the expenses of travel and per diem 
anvarved by students enrolled in external training programs arber 


that date will be borne by the Office of Training, avd not by the 
sponsoring office as providea for in CIA regulation vo. zz 25X1A 


2. CIA Regulation No, M—/_Zill be revised to include this 
provision, 25X1A 


FOR THE DIRECTOR Ol CENTRAL JIMTELLIGENCE: 


29X1A 


lin Wey WELLE 
Acting Deputy Director 
(Administration) 


DISUNIBUTION NO. 2 


RESTRICTED - 
Security Information 


arte tetemmaarentans sie seit MEMTEN Ne BOAO EMPTIES ES LATA N © Galt iPS Soon aon WA TM bce EIN eta tcongnah ea 
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RESTRIGTE? 


QPOURITY TRECRMATION 


25 June 1952 


MEMORANDUM FOR: Chief, CXM Services 


SUBJECT : Proposea CIA Notice Covering 
External Training Expenses 


1. Attached herewith is a proposed CIA Notice concerning 
the expenses of students enrolled in external training programs. 
This Notice is a result of discussions held between representatives 
of this Office and the Comptroller. 


2. It is requested that your Office coordinate and prepare 
this notice for issuance as soon as possible in order that the 
Office of Training may be authorized to budget for such expenses 
in the estimates now being prepared. 


25X1A 


oa 


fone of Training 


RESTRICTED 
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CONFTDIENWTLAL 
security Tnfomaution 


CENTRAL INCTWULLIGHNCE AGRNCY 
Warhington, D.C, 


25X1A NOTICE 
a 5 July 1952 


SUBJECT: Employment aud Training of Clerical Personne] 


Le. General. The Interim Assignment Brauch, Vormevly the PersoureL 
Pool, has as its objective the improvement of the Bvlection and placement 
ol better qualified clerical personnel, The Interim Assignment Branch 
(TAB) is operated by the Personnel Office for the purpose of moa.iobadriiiay 
a constant reserve of clerical personnel for assizuaent as rerulur turn. 
Over replacements and to GUpply expandin;: staffing requirements. The 
OLtice of Training is responsible for the tiaiiine of clerks, typists, 
stenosraphers, and secretaries who are ussigned te IAB. The IAB serves 
as the medium through which the Agency holds such personnel. during the 
period of Security processing and subsequently until they are considered 
qualified for their specific assigrments . 


2. Overseus Agsigument. It is highly desirable that personnel witti 
previous Agency experiences bi scas positions. Accordingly, 
it is the general, policy of the Agepey to fill ail types of overseas 
lerical positions by transfer and Peassigument of present departmental 
personnel. AL] offiees will give fullest cooperation au ‘inpLementing 
this policy, whieh should stop many of the present difficulties concerning 
orientation, per dicm, and olhes problems evolving frow the present 
practice of recruiting externally for direct oversuas ausignnent. 


to © 
Soemrenmeree owas 


hereafter recrursed will be slotted against positions of the IAB re- 
sardless of recruitment source. Clorical, personnel reeruited by members 

of operating offices will be earmarked tor eventual assignment to the 
Operating office making the referrals if such action i8 desired, Vacancies 
in operating offices will be filled by placement of qualitied employees 
from the IAB. Through this device, positions will not be encumbered wath 
elerical personnel in process whe may finally fail to enter on duty. When 
the Assistant Direetor (Personnel ) determines that exception is Justified 
he may approve Slotting of a reeruit directly against an oversuas pesition. 


3. Slotting. ALL Clerks, typists, Stenographers, ond secretaries 


Lh. Standercs Of Proficiency. The Personne] Office will enter on 
duty in the [AB only those persons who meet the standards off proficiency 
for the grades for which they are reerurted or whose potentialitics assure 
that acceptable standards of proficiency will be reached through the 
training given in the IAB. Le au ividividual fails to attain these 
ucceptable standards, the Offiee of Training and the Personnel Office will 


Se 


CONFIDENTIAL 
Security Initormation 
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CONPLOGNITTIA ts 
Seeusity Lnvocibiion 


determing the advisability of addivsouel teasaenj. Ge 16 as determined 
that additional treioing would not be prof.table, wal cuployoe will 
either be agsigned to another positsou mov requiritys, the uidlis which 

he appecws ck to develop or wild be sepurnted for Puaduce to qualify. 


Qe  Uraaning. ALL provas.onatly eloaved clorical pevsonned assisnud. 
to tke TAS must take « traanins course of wh ieasc two weeks! durabion, 
unless results of tusts undicate ue Nees Lor further training, im which 
ease the individuels will be assigned ove code work projcets. Tnsotar 
as opervting of fies vequivements Will perie.u, Clerical personne Ll who 
enter om duty only after full security clearance will complete the same 
braaning as thet required of persons who arc assigned to the TAB while 
avadtine security clearance. ince certain portions of the Gull tracani ne 
course are ol & classified nature, each cleared Gdacwi: wihl be waven two 
days aud all others three days of training immdanwtwely prior to release 


from the IAB. This latter training will consist of penctical applicacions 


of offiee procedures and sic Ls for whaca the new employe? wall be held 
responsible. 


6. Work Projcel 

TAB will be detwailcd bo perform work proyjuvets Lor a 
60 the training, program. he Persounel OlPicu will accept unclassified 
work projects Trom operabling ofLices, providing dendiing commitments are 
nog anvol ved, Ln order that such work projects will not backlog to tus 
dFriment of the opervting: oMfiees, the Personuel OPice will acevpt them 
only to the extent that the TAB's copucibty fodseates thou prompt com- 
pletion in a reasonable period of time. 


Provisionally edeared clerical personne. in the 


FOR THE DIRECTOR OF CENTRAL TNTELETGANCE 


iL. K. WHITE 
Acting Deputy Dircetor 
(Administration) 


DISTRIBULION NO. 3 , 


CONFIDENTIAL 
Seenrity Information 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


Ll periods nov devoted’ 


25X1A 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


CONF TDGNE IAL 
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Pens DL C. 


HOTICE 
5 July lobe 


SUBJECT: Employment una Training of Clercleal Personnel 


L. General, The Interin 4ssigment Brauch, TlommerLy the Persoune) 
POL, has as 1s objectuve the improvement of the selection and placement 
of vet ter qualiried clerieal personne. The Interim Assignment Branch 
(IAB) is operuwted by the Personuel Orfiee for the purgose of mointadcuing 
ih coustant reserve oi clerical persounes) lor assigument as pegulur turn 


over replacemerrts and to supply expanding stalfing requirements. The 
‘Office of Training is responsible vor the tvaiulu;y; of clerks, typists, 
ytenographers, aud seuretaries who are assigned to TAB. The IAB serves 


as the medium through which the Aseney holds sueh personnel during the 
period of seeuxity processing and subsequently until they are corsudered 
qualified for their spéuitie ussigmments. 


e. Oversens Assivirme Tb Tt is luizhly desirable that personnel with 
melas 3 


enn tes en emene aes ba 


previous Agency experience be ubilaved for overseas, positions. Accordingly, 
it is the general policy of the Agency to Tull |&LL types of overseas 
clerical positions by transfer and reass:yament oF present departmental 
personnel, ALL offiees will gave fullest cooperation an implementing 

this policy, which shoulda stop many of the present dirficulties concerning 
orientation, per dicen, and other problems evolving Prom the present 
practice of veeruiting externally for direct oversuas assignment. 


3. slotting. ALL clerks, bypists, stenographers, and secretaries 
hereafter reeruited will be slotted against positions of the IAB re- 
agrdless of recruitment source. Cleovical persounel recruited by members 
of operating offiecs will be earmarked for eventund, assignment to the 
operating office waking the referrals if such action is desired, Vacancies 
in operating offices wilh be fitled by placement of qualified employees 
from the TAB. Throuh this device, positions wiiL not be encumbered with 
clerical personnel in process whe may Tinelly foil to enter on duty. When 
she Assistant Director (Persomn:1) delermings that unception is justified 
he may approve slotting of a rceruit directly against an oversvas position. 


kh, Standards of Proficieucy, The Personne] Office will enter on 
duty in the fAB only those persons who meet the standards of proficiency 
for the eee for which they ere recruited or whose potentialities assure 
that acceptable standards of proficiency will be reached through the 
traluing i ven in the TAB. If an individual fails to attain these 
acceptuble standards, the Office ot Training and the Personnel Office will 


eis 


CONPIDERIIAL, 
becurity Information HOG 9 4 154 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


. Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


CONPLUHNW TAL, 
Gece uy La ocneebi ar 


determing the cdvasabile bY ol Addit oeuk ban Meth. Fi at as derbeominod 
that additional, GUase wollld nob be pred’. wbabley tue employce will 
either be asstemed to anertlieas " PUSibion nou requisine bie skills whieh 

he Appears upable bo develop ov will ve sepuraied Cor vhadure te quielidy. 


Je Urtining. ALL provasvonthly edoawud hoi cal persounel assicad 
to the TAB must take 2 trai: My Ceutee Of at Luss’ two weelig! duration, 


wuless results of tusts indicate ne need vor Tuebuen aa duo which 
eaee the individuals will be assi ged avid Lewle work projoats dnsotar 


Gs Operating ofl bee requirements will Prmie, clerical personnel who 

enter on duty only urter Pull seeurd bY Glearance will Come te the Same 
braining as that reguired of PCYSons Who are assisned to the LAB while 

wwaltius security clearance. ince cerbéin porlicus of the Pu OPA Nt 
COUPBE are Ol c classified iRVbUEY , euch clearad clerk will be Pived two 

days and @1l others three d: ws of trainun: ited amtely paaer to release 

from the TAB, This latter oralning willl cousist OL poaetiaal applicavions 

of offaee procedures and skills vor Whieu the gew-employes wakl be held we. os 
recpousible , 


6, Work Projcels. Fbrovisione Jly cleared elovical persdunel in the 
TAB will be de letailed to vertorm i ae progcets Soc All povieds not devoted 
to the training peogven. Lhe Perscunel Olfhea wo Ld acecpl unclassified 
Worl, projects Vrom operating oFlices ProVidion, dosdling commitments nrc 
not involved. iin order that such a pro geebs will not backlog to the 
detriment of the operat tug offices, the Personne Otitiee will eecupt toem 
only to the extent thet the TABts Capacity Midreates thear prompt com 
pletion in a reasoneble period of tame. 


FORK THE DLRMCLOR OF CENTRAL INT LOETGENCE ; 
25X1A 


L. K. WHiTH 
Acting Deputy Director 
(Adminis stration) 


DISTRIBULION NO. 3 


CONFIDENTTAL 
security Inforino+ion 
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Office Memorandum ¢ UNITED STATES GOVERNMENT 


TO + 1 Assistant Deputy Director (Administration) DATE: 2) June 1952 
FROM 1 Acting Assistant Director (Personnel) 

SUBJECT: mployment and Training of Clerical Personnel 

REFERENCES: (Attached as Numerical Tabs) 


1. Memorandum dated 28 April 1952 to ADD/A from AAD/P, 
subject "Per Diem for Clerk-Stenographers." 


é. Memorandum dated 21 May 1952 to Personnel Director 
from AAD/P, subject "Clerical Employment Operations. "! 


3. Staff Study dated 12 June 1952 to ADD/A from AAD/P, 
subject "Initial Slotting and Training of Clerical Personnel." 


1. The policies, procedures, and ideas involved in the three 
references have been consolidated into the attached draft of a CIA 
Notice, subject as above. It is recommended that this Notice be 
published at the earliest practicable date. 


2. Reference 1 covered the proposal of the Inspector General 
to slot all new clerk~stenographers against departmental positions 
to avoid further dissention regarding payment of transportation 
expenses and per diem to such individuals who were being slotted 
against overseas positions. It has been agreed by all concerned 
that the Inspector General's Suggestion should be adopted but 
broadened to include all clericals. — 


3. Reference 2 covered my instructions to the Personnel 
Director to revamp the operations of the old Personnel Pool so 
as to provide a means by which adequate training of new members 
could be accomplished. You have agreed to the principles involved. 


lh. Reference 3 advanced the idea of entering all clericals 
on one T/O and assigning them from a common source after completion 
of required training. You have approved this idea. 


5. We will appreciate return of the references after they 


have served your purposes. 


MATTHEW BATRD 
Attachments: Be” ee ee 
3 as listed 


25X1A 
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CENTRAL INTSLLIGENCE AGINCY 
Washington, D. C. 


NOTICE 
=| 25 dune 1952 


SUBJECT: Voting Infoimation 


i. In many cases Armed Forces personnel and civilians sezv- 
ing with the Agency will not be able to vote in person in the 
coming Presidential Blection because of being stationed outside 
of their home states. Lews in most states provide for voting bir 
absentee ballots, and, undoubtedly, a considerable number of 
seivicemen and civilians who cannot vote in person will want to 
take advantage of these provisions. 


é. The Armed Forces Intormation and Education Division of 
the Department of Defense hos prepared 2 pamphlet entitled, "Voting 
Information", copies of which have been obtained and distributed 
to each Office. The primary purpose of this pamphlet is to out- 
line the procedures for registering at the place of legal residence 
and to provide a summary of absentee registration and voting pro- 
cedures for cach state in a condensed and understandable <'nshion. 
All members of CIA who may have any questions as to their eligi- 
bility to vote are urged to consult the above-mentioned pampnict 
which may be obtained from the various administrative of'ficers. 
In addition, members of the Personne] Relations Branches and the 
Military Personnel Division of the Personnel Office will be avail- 
able to discuss voting problems with eny Agency personnel who 
desire to avail themselves of this service. 


POR THE DINECTOR OF CENTRAL INTWLLIGENCE: 


L. K. WHITE 


Acting Deputy Divector 
(Administration) 
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STANDARD FORM NO, C4 


Office Memorandum - UNITED STATES GOVERNMENY’,7.! 


a 
AN 0 195% 


TO ' Assistant Deputy Director, Administration DATE: 


EROM: 33 Acting Assistant Director, Personnel 


SUBJECT: Voting Information 


1. I have secured a number of copies of the Department 
of Defense pamphlet on "Voting Information" in the belief that 
all members of the Agency, both military and civilian, should 
be informed fully on the voting requirements of their particular 
State of residence. I propose to have these copies distributed 
to each Office. Copy is attached for your information. 


2. There is also attached a draft of a proposed CIA Notice 
announcing the availability of the pamphlet. Recommend it be 


published as soon as possible. 
ee - 


MATTHEW BATRD 
Attachments: 
1 - Pamphlet, "Voting Information 
2 ~ Proposed CIA Notice 


OPD/GWC:sm (19 June 1952) 
Distribution: 
1 - A/aD/P 


1 ~ OPD 
1 - PSPS 


yur 24 Wee 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D.C. 


O5X1A NOTICE 


Sar 26 dine 1952 


SUBJECI: Procurement Contacts 


Ll. The Chief, Procurenent and Supply Office, is responsible for 
tne procurement of supplies and equipment required Lor Logistical 
support for all components of the Agency, except as deparbure therefrom 
u.S properly authorized. 


e. Office heads are responsible for ensuring: 


a. compliance with CIA eculatio: which 25X1A 
provides that the Chief, Procuremeut and Supply Office, will 
Geteimine and supervise all Liaison with other U. S. Governmen’s 
agencies sm connection with requirenents for and procurement of’ 
equipment and supplies, and 


b. that approval is obtuined from the Procurement an Supply 
Office prior to making other contacts which have as their ultimate 
purpose the procurement of equipment or supplies, and further 


c. thot contacts which do not have procurement as their 
original purpose but which so develop are reported promptly to 
the Procurement and Supply Off.uce and approval of that Office 
obtained prior to any further procurement action with such contact. 


FOR THE DIRECTOR OF CENTRAL INWALLIGENCE : 25X1A 


L. K, WHITE 
Acting Deputy Director 
(Adwinistration) 
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Security Tefecinotion LR GE Z/ | 


h June 1952 


MEMORANDUM FOR: Chief, General Services 


SUBJECT : Revision of Regulations 


1. Included in a recent report made by the Special Assistant 
to AD/PC for Review and Inspection is a recommendation that Agency 
Regulations be clarified to make it explicit that all negotiations 
and inquiries which may culminate in procurement should first be 
cleared with the Office of Procurement. and Supply. 


2. Please initiate appropriate Organization and Methods 


action. 
25X1A 
WALTER REID WOLF 
Deputy Direétor 
(Administration) 
DD/A:LTS: jde 
Distribution: 
1 - ADD/A 
1 = Ch Proc 
1- DD/, A chrono 
say ue - ley ee peas wll Fy g 19 é 
: jon BES 959 
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Beane iby Tntermation 


CENTRAL INIGLLIGHNCE AGENCY 
Washineton, D.C. 


25X1A HOWE 
=a ES Reo ey cums rs 


CURIEOT: CiA Career Sev rice P mira? EU 


" i. Attached tor cntormet-.on and for Qptwfops 48be aetion ae the 

} hued Report, a the CIA Career Service Committee whieh han peer ape 
pic.ed uy the Directes of Central Inteliigence, . 

es coarse oe ‘ Bereed ree atl 2262 mnie Lbs Pelboen din Lentd ner 

Che Progy dil ve incexporated ia the Clu. Manual or Jesued as CLA 
hOwvLCeS, as veqiived, an order thab it may be phased insbo Pull operation, 


POR THE DIRECOR OF CEVTRAL INTELLIGRUCE 
29X1A 


WALTER RwiD WOLF“ ~ 
Deputy Dirwetou 4 
(Adinnisteation ) 
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ll June 1952 


TO 


Director of Central Intelligence 
FROM : Chairman, Career Service Committee 


SUBJECT: Final Report of the Career Service Committee 


2 


lo PROBLEM. To devise a Carver Service Program that identifies, 
develops, effcetively uses and rewards individuals who 
have the skills required by CIA; motivates thom towards 
rendering maximum service to the Agency; and eliminates 
from the service, in an equitable manner, those who in 
spite of the Program fail to perform as effective members 
of the organization, 


29 ASSUMPTIONS. Ib is assumed that: 


G Required skills can be identified through appropriate 
evaluation and selection devices, 


b, Potential skills can be developed and maintained through 
appropriate supervision, training and duty rotation. 


Co The skills of CIA personnel can be utilized most effectively 
through planned assignment of individuals to positions of 
progressively greater responsibility as thoir skills are 
developed to meet CIA requirements for those positions, 

dy The expericnce of personal growth together with & porsonal 
identification with the objectives and operations of the 
Agency will stinulate maximum service among CIA personnel, 
: @y Aspirations of CIA personnel to a career with the Agency 
will depend on the extent to which their contributions 


are recognized by the Agency and on maintenance by the 
Agency of the best possible climate for work, 


ae 
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30 DISCUSSION, Tabs A through H present a Ce -r Service Program 
which has been tailored to the needs ca UA by experienced 
members of the Agency. This Program is based upon teche 
niques which have proven to be effective in private industry 
and other Government establishments, 


RECOMMENDATION, It is recommended that you approve this report 
and authorize the Deputy Director (Administration) to 
implement the CIA Career Service Program, 


Ee 
Q 


25X1A 


alc oe Pree 


Chairman, if 
Career Service Committee . 


_ Approved: 13 June 1952 


25X1A 


Director of Central Intelligence 
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SUMMARY oF Tur oth CARVER STRVIOM PROGRAM 


le The OLA Carser Service Program is controlled by = GIA Garcer 
Service Board which consists of the Neputy Nireator (Administration), 
the Nepuby Director (Plans), the Neputy Director (Intelligence), the 
Sesistant Director (Personnel), the Direetor of Training and, on a 
rototing basis, two *ssistont Directors. The two rototing mombers of 
the Roard will each serve for six monthe, there being at all times one 
from the overt of fice group ind one from the covert office. #7rouye Their 
tours of duty ere stapgorsad so that there is continuity. The OIA Carcer 
Service Board meets onee a month. If any member is unsble to be present 
he may be represented by his Neputye Pour members constitute a QUOrTUMs 
The Chairman of the Board will bea one of the Deputy Directors, cach of 
whom will serve succcesively for a tern of four months. The Garcer 
Tevelopmont Steff of the Personnel Of fier serves as Secretariet of the 
Roard and the Chief, Carcer Development Staff, acts ag the Board's 
Fxecutive Sceretary. (Ses Tab B). 

26 The CIA Carver Servier Board js resoonsible for advice to the 
DOL om making CLA « better place in which to works, It develop: policy | 
governing the Career Service Program and advises concerning sll policy 
matters affecting Agency personnels This is a eomtbtinious proesss in 
order that the Program nay be Limediately responsive to the aeeds of the 
Ageney and in order that the Agency's personnel policy way remain 
sufficiently flexible to meet all contingenetes. The Roard serves to 
guide the Agency in its development of Longerenge plans for the best 
utilization of the Agency's human resourecs.e Tt is concernod primarily 
with policy, not with day-to-day decisions or details. (Ses Tab B). 


30 The (Offices) Garcer Service Boards: are loceted in exch of the 
major Offices and units of CIA and are responsible to their respective 
Assistant Nireetors or Office heads for the operation of the Carcer 
Service Program in accordance with policy established by the GIA Gareer 
Service Boards They are also responsible for collaboration with other 
(Office) Boards on inter-Office Gareer Service problems. It is at this 
level and through the functioning of these (Office) Boards that the 
rotation, training, advancement and agsignment plan recommended for the 


individual by his supervisor is reviewed for the approval of the Assistant 
Director or Office heads These Boards are concerned primarily with the 
implementation of policy and with the review of detailed recommendations 


concerned with the careers of individuals. (See Tab B).. 
~ 3 we 
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lis trnually, or as often ag required, each person is evaluated by 

hie supervisor and the evaluation is revicwed by a reviewing official. 
This evaluation together with a proposed development program forms the 
basis for a detailed discussion betwoen the supervisor and the person 
being evaluated. The proposed development prorram is reviewed by the 

(Of Pies) Carcer Service Poard and when approved by the Assistant Director 
or Office cad becomas the plan for tiie individual's career for the next: 
year or two. (See Tab C), Pe Yates 


Se Special cmphacis is nlacad on the identification, training and 
“development of individuals who demonstrate potential for assignmeht to 
nositions requiring executive ability. Individual talent for planning, 
organizing and directins the work. of others is one af the Ageney!s prize 
assets provided it is carefully developed and suided offeetively toward 
the accomplishment of some specifie aspect of the Ageney!s missions Such 
potential is of interest to the \gancy as a whole since it is seldom tied 
to technical proficiency in any one Picld and, therefore, not Limited ‘to: 
use in any particular area of activity. (See Tab Dy Bea Og 


6. ‘All new junior personnel recruited and selected to fill pro- 


fessional positions (és¢., all new personnel up to and ineluding cS-11 
to fill slots designated as professional positions) will be screaned ‘by 


the Professional election Panel (in a manner similar to that. cmployed 
by the Roard of Rxaminers of the Foreign Service) with respect to over- 
al) suitability to work in CIA on a career basis. Exception to this 
procedure may be made.in each case by the appropriate Deputy Director. 


(See Tab ™), 


7, “11 new personnel reeruited and scleeted to fill. professional 
positions including all new "ateral-entry" personnel, GS-12 and above, 
WiLL enter the GIA Intelligence School at the first session commencing 
after their POD. Exeenption to this procedure may be made in each case 
by the appropriate Neputy Director. (Sea Tab mis | 3 


8. One of the most effective methods of training CIA personnel, 
ei developing their latent talents and preparing those persons with high 
ootential for more responsible wositions is by means of rotation through -- 
one or more positions that can provide broadening experionces  Fxecutive: - 
skills can often be developed through expericnee in a variety of areas’ 
of responsibility. (See Tab F). > 


ae 
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%. The favorable work climate that is one of the goals of the 
Garecy Service Program would be enhanced by certain benefits not now 
avvilable to CITA personnel. Many of these can be achieved only through 
Jecislationes The OTA Gareer Services Board will give continuous attention 
to this problem. (See Tab 4). 


1). Much of the work that is accomplished in CIA must, for security 
reasons, be done anonymously. An important incentive that is camuion to 


mort human endeavors, the acclaim and spprobation of onets fellow man, is 
therefore not generelly available to CIA. The establishment of an in- 
bornal CITA Honor #wards Program will in part fulfill this need. 
(Ser Tab If). 
«Ge 
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Organization, Relationships and Inetions of tho CAREER SERVICE BOARDS 


Io Organization and Functions of the CIA CAREER SERVICE BOARD 


. ’ fle: The CIA Carcer Service Board -will be composed of the following persons: 


‘Bo 


Deputy Director (Plans ) 

Deputy Director (Intclligence) 

Depuby Director (Administration) . 

Assistant Director (Personnel) 

Director of Training op? al ; 

Two Assistant Directors, cach to serve - 
for terms of six months! duration, 
(See Schedule A) 

Exccutive Scerctary » Non=vot-ing 


Four members of the Board will constitute a quorum, If a member cannot 


be 


present, -he may be represented by his Deputy, ‘The Board will hold 


scheduled monthly incetings, and agenda and minutes of meetings will be 
distributed to a11 persons on Schedule Ag - , 


It 
lo 


26 


30. 


he 


50 


6g - 


will be the responsibility of the CIA Career Service Board to: 
Develop policy governing the Carccr Service Program for approval 
by the DCI and serve as his advisor on all matters concerning 
the Programm 


Supervise and revicw the functioning of (Office) Career Service 
Boards 4 


Establish and maintain an Executive Inventory to be couposed of 
those persons which the Board shall from ‘time to time determines. 


Make recommendations tor filling key positions ih the Ageney 
with personnel from the Executive Inventory, 


Review evaluation of personnel contained in the Executive Inventory 
and review rotation programs for their further development 


Approve the allocation of Rotation Loan Slots.to (Office) Career 
Service Boards, (See Schedule B).». 


-: Bois 


SECRET 
Security Information Tab B 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


ITs 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


Te 


Bo 


SECRET. 
Security Information 


Supervise supporting groups or Boards for handling specialized 
functions on an Agency»wide basis, such as, Hazardous Duty Board, 
Honor Awards Board, Professional Selection Panel, etc., drawing 
on Agency personnel as necessary, 


Prepare and submit annually to the DCT a summary of the operation 
of the CIA Career Service Program, 


Organization and Functions of the SECRETARIAT of the CIA CAREER SERVICE 
BOARD aoe ook 


Ao 


. Be 


The Carecr Development Staff of the Personnel Office serves as 
the Secretariat of the CIA Career Service Board and the Chief, 
Career Development Staff serves as the Executive Secretary of the 
Boardy 


Tt will be the responsibility of the Secretariat of the CTA. 
Career Service Board to:. — . af 


lo Recommend to the CIA Career Service Board ways and: means of 
_ improving the CIA Career Service Program, 

26 Perform, all secretariat and administrative functions for the 

- CIA Career Service Board, These include, but aro not limited 
to: 


- @@ Maintaining master files concerned with Carcer Service 
matters on a current basis for the CIA Carcer Service 
Board, including agenda and’ records of meetings, 


‘De Transmitting to the CIA Career Service Board recommenda 
tions and periodic reports of the (Office) Carcer Service 

' Boards for consideration, ; ‘ 

2. 


Co Initiating and supervising such studies as are needed to 
improve the Career Service Program, 


dy Assisting (Office) Career Service Boards in effecting 
rotation appointments, _ 


@, Submitting unresolved inter-office Board problems to the 
CIA Career Service Board*for decision, 


. ie q = 
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£3 Coordinating with the Office of Training training 
arrangements and needs respecting the CIA Career 
Service Program, 


g: Acting in support: of Boards established by the CTA 
Career Service Board for handling specialized 
functions on an Agency=wide basis, 


ITI. Organization and Functions of -the (OFFICE) CAREER SERVICE BOARDS 
A. (Office) Career Service Boards will be composed of the following 
persons: 


Assistant Director (or Office head) ex officio 

Three or more, Stuff or Divisdon Chiefs, or 
comparable highelevol officials 

Secretariat » Non»evoting. (In most cases, the 
Secretariat will be composed of Adninistrative 
Personnel Officers of the office conewrned and 
will porform staff support for the Board.) 


Be (Office) Career Service Boards will be established in the follow= 
ing units of CIA: 


Office of Special Operations Office of Scientific Intelligence 
office of Policy Coordination Office of National Hsbtimates 
Office of Commnications Office of Training 
Office of Operations Technical Services Staff 
Office of Research and Reports Personnel office 
Office of Collection and . Medical office 
Dissemination General Services office 
Office of Current Intel~ ‘Inspection and Security office 
ligence Procurement and Supply office 


Comptroller's office 


An Administration Career Service Board will be established which 
will be concerned with those individuals who do not come under’ 
the jurisdiction of any one of the above Career Service Boards, 


Cy It will be the responsibility of an (Office) Career Service Board 
to: 


1. Serve as advisor to the Assistant Director (or Office head) on 
all matters pertaining to the Career Service Programe. 


~ 8 ~ 
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2. Direct within the Office the application and functioning of the 
Career Service Program, including but not limited tos 


ae Executing relevant decisions of the CIA Career Service Board 
and making recommendations to the CIA Career Service Board 
for improvement of the Career Service Programe 


be Sponsoring, developing and executing the Career Service Program 
of the Office concerneédy including an intra-0ffice rotation. 
system, and reporting periodically to the CTA Career Service 
Boards hs 


Co Reviewing Personnel Evaluation Reports and proposed development 
plans for individuals in terms. of training, assignment, 
advancementy rotation and promotion, 


de Recommending cancellation or continuance of career development 
actions ¢ 


Co ‘Participating in the development and execution of approved 
extrasOffice rotation systems, 


fo Submitting a semi-annual Personnel Evaluation Report to. the 
Sponsoring Office on each rotation appointee from anothor Office, 


Go Insuring that the rotation appointees detailed by their Office 
to another Office are not overlooked for warranted promotion 
and, ensuring that rotation appointees received by their Office 
are productive and their assignments comnensurate with the 
purpose of the appointments, 


ha Reviewing continuously conditions of service and duty with a 
view to making recommendations to the CTA Career Service Board 
- concerning working conditions and benefits that can strengthen 
morale and increase "esprit de corpstt, 


ie Reviewing continuously the porsonnel intake: of the Office, 
especially at the junior professional level, with a view to 
ensuring the acquisition of highly-qualified, versatile persons 
with long-range potentiality, ° 


30 Supervise supporting groups or Boards as appropriate for handling 


specialized functions, assigning to thom Office personnel as. 
necessary. ce 


9S 
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1, The Personnel Evaluation Report (Sce Form Noo 37151, attached) is 


De 
° 


36 


prepared annually or as often as ruquireds It deals with: 

ae The job baing done, 

b. The person's performance on the jade 

Co The person's potential for assuming greater responsibilities, 

dy The program recommended for the person?s development . 

Effective use of the Personnel ivaluation Report is dependent primarily 
on the extent to which supervisors are objective in reporting useful 
information on the form. Tho Office of Training and the Personnel 
Office are currently preparing the vrogram noeessary to place this 


System in operation, 


The Personnel Office will be primarily responsible for administration 
of the personnel oveluation programe 


Attachment - 1 
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PERSONNEL EVALUATION REPORT 


(See Instructions on Reverse Side) 


The Personne) ¢valuation Report is an important part of the Career Service pro- 
gram. It seeker to assure for every person a carefully planned career, with advance — 
ment based «1 demonstrated ability. For the individual, it means an opportunity to 
voice hi. interests and to discuss his job and his progress with his supervisor. To 
the «upervisor, it gives assistance in carrying out a major responsibility, the de— 
v,ropment of the people he supervises. For the Agency as a whole, it means successful 
teamwork based on mutual understanding and respect. 


L 


THIS PORTION TO BE DETACHED ONLY BY AUTHORIZED OFFICIAL 
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20. COMMENTS (Continued): 


INSTRUCTIONS 
instruction to the Administrative or Personnel Officer 
Consult current Administrative Instructions regarding the initiation and transmittal of this report. 
Instruction to the person evaluated 


Since this evaluation will become an important part of your record, you will want to give to it as much care 
and attention as you would lie to have it receive from your Supervisor and the Reviewing Official. With 
respect to |tems 8 and 9, you should include courses of instruction or assignments, either within or out~ 
side of the Agency, which you consider pertinent to your career development. 


instruction to the Supervisor and the Reviewing Official 


a. As the supervisor who assigns, directs and reviews the work of others, you bear primary responsibility for 
planning and fostering the development of each person under your supervision, commensurate with his ca— 
pacity, aptitude, knowledge and skills. As an alert supervisor, you judge the people working with you on a 
job=by-job and day-by-day basis and use this information in carrying out your supervisory responsibilities. 
Although evaluation 1s a continuous process, it is necessary periodically to record your observations and 
recommendations for appropriate action. !n preparing the report you should consider the individual’s capa— 
bilities for further development in his present assignment and his potentialities for more effective 
utilization in other positions, including work of a more responsible and difficult nature. 


The following traits are generally regarded as having some bearing on a person's performance and develop— 
ment. Although you are not asked for specific ratings, do not hesitate to refer to these or similar traits 
in your comments, which should be terse and precise. 


COOPERATION RESOURCEFULNESS 
DEPENDABILITY STABILITY UNDER PRESSURE 
ACCURACY ABILITY TO OBTAIN RESULTS 
SECURITY CONSCIOUSNESS JUDGMENT 

INITIATIVE LEADERSHIP 


In fairness to the individual and in the interest of the Agency, the importance of carefully prepared and 
accurate Personnel Evaluation Reports can not be overstressed. The following basic principles of evaluation 
should be kept in mind: 


(1) Base your judgment on 


Typical performance as well as critical incidents. 


What you have observed the individual do or fail to do. 
Examples relevant to the duties under consideration. 


c 


(2) Different standards prevail in different assignments. Every effort should be made to arrive at a just 
estimate of the qualities of the individual as demonstrated eden the report period. Avoid exaggera— 
tions. They detract from the value of the report and are unfair to others. 


(3) BIASED OPINIONS BASED ON PERSONAL LIKES AND DISLIKES MUST BE SCRUPULOUSLY AVOIDED. IT SHOULD BE BORNE 
IN MIND THAT THE PREPARATION OF EVALUATION REPORTS IS AN IMPORTANT RESPONSIBILITY OF ALL SUPERVISORS 
ANO THEIR CAREFUL PREPARATION 1S AN INDICATION OF THE SUPERVISOR*S OWN ABILITY AND QUALIFICATION FOR 
THE POSITION HE HOLDS. 


4, A FRANK DISCUSSION BETWEEN SUPERVISOR AND INDIVIDUAL CONCERNING THIS REPORT 1S NECESSARY IN ORDER TO ASSIST IN THE 
DEVELOPMENT AND BEST USE OF EVERY INDIVIODUAL'S CAPABILITIES. 


THIS PORTION TO BE DETACHED ONLY BY AUTHORIZED OFFICIAL 
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PERSONNEL EVALUATION REPORT 


Itema 1 through 6 will be completed by Administrative or Personnel Officer 


1. NAME (Last) (First) (Middle? [2, GRADE |3. POSITION TITLE 
4. OFFICE STAFF OR DIVISION BRANCH [] perth. | tf FIELD, SPECIFY STATION 
(7) Fteto 


5. PERIOD COVERED BY REPORT 6. TYPE OF REPORT 
From To Cl] tnitial (_] Artnual [-__] Spectal 
((___] Reassignment [_] Reassignment of Supervisor 


Items 7 through 10 will be completed by the person evaluated 


Te LIST YOUR MAJOR DUTIES IN APPROXIMATE ORDER OF IMPORTANCE, WITH A BRIEF DESCRIPTION OF EACH. OMIT MINOR DUTIES. 


8. LIST COURSES OF INSTRUCTION COMPLETED DURING PEPORT PERIOD. 


| Name of Course Location Length of Course Date Completed 


1 9. IN WHAT TYPE OF WORK ARE YOU PRIMARILY INTERESTED? 


IF DIFFERENT FROM YOUR PRESENT JOB, EXPLAIN YOUR QUALIFICATIONS (APTITUDE, KNOWLEDGE, SKILLS). 


—— 
SIGNATURE 


Items 11 through 18 will be completed by Supervisor 
ll. BRIEFLY OESCRIBE THIS PERSON'S PERFORMANCE ON THE MAJOR DUTIES LISTED UNDER ITEM 7 ABOVE. 


FORM NO. " (Over) 
FORM NO- 37-154 SECRET (a) 
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IN WHAT RESPECT IS THIS PERSON'S PERFORMANCE ON PRESENT JOB MOST NOTICEABLY GOOD OR OUTSTANDING? 


ON WHAT ASPECT OF PERFORMANCE SHOULD ‘THIS PERSON CONCENTRATE EFFORT FOR SELF IMPROVEMENT? 


COMMENT ON THIS PERSON'S ABILITY TO HANDLE GREATER RESPONSIBILITIES NOW OR IN THE FUTURE. 


ARE THERE OTHER OUTIES WHICH BETTER SUIT THIS PERSON'S QUALIFICATIONS? (Recommend appropriate reassignment, if 
possible.) 


> WHAT TRAINING OR ROTATION DO YOU RECOMMEND FOR THIS PERSON? 


17. IF PERFORMANCE DURING REPORT PERIOD HAS BEEN UNSATISFACTORY, THERE 1S ATTACHED COPY OF MEMORANDUM NOTIFYING THIS 
PERSON OF UNSATISFACTORY PERFORMANCE. 


18. THIS PERSONNEL EVALUATION REPORT HAS BEEN DISCUSSED WITH THE PERSON EVALUATED. ADDITIONAL COMMENTS INCLUDING 
COMMENT ON ITEMS 7, 8 AND 9, ARE SHOWN BELOW UNDER ITEM 20. 


SIGNATURE OF SUPERVISOR 
HAVE REVIEWED THE ABOVE REPORT. (Comments, if any, are shown in Item 20.) 


SIGNATURE OF REVIEWING OFFICIAL 


20. COMMENTS: (If necessary, may be continued on reverse side of cover sheet.) 


, a SECRET ee 
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TH" EXTCUTIVE INVPNTORY 


Le The purpose of a Career Service Program is to develon people 
to the fullest extent to meet present and anticipated job needs of the: 
Neencye An "executive inventory" is merely a means of matehing present 
and potential executivo-type assets against present and anticinoated needs 
for exceutive ability in order to plan intelligently to meet these needse 

26 As an aid to personnel planning for the development and use 
of executive skills throughout the 4goney, the CLA Carcer Services Board 
will maintain an inventory of all personnel who evidence executive 
ability or potential according to criteria which the Boord shall de- 
tormine from time to time in relation to Aecney necdss The Board will 
review Personnel valuation Reports on all personnel ineluded in the 
inventory and will recomnend inter-Office rotation aselenments for such 
persons when appropriate in the interest of their further deve lopment, 
The Board giso will us© its inventory of exeantive abilitics to recom 
mend inter-Office transfers of persons to F311 key Ageney positions. 


3o In addition (Office) Carsor Service Boards are cneouraged to 


maintain inventories of any skills and abilities which they find helpful 
for use in their internal personnel planning. 


es ki eee 
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THY SPOUROTTON AND TRATNING 
OF 


TRATNERS POR PROFWSSTONAL POSITIONS 


te With regard to treinos for overt activities, includins ou 


personne) assiened to covert Offiecs, it ie reeomunded tir 


Io 


Ce. 


on 
° 


AlL new personnel reernited ty Till professionel positions 
in the Ageney be required to go through - trainings orowsram 
in order to sive them on adequate hacde ants Llieenes back 
eround. "xesotions may be made for individuals whe have had 
previous hirhelevel inte lidaenes oxoarienc:. 


The oresent Professional Training Program in the CT* Intelligenec 
School be reorienteted and expanded as speedily As possible into 
a Profeasional Selection and Troinings Froeram to wie sll new 
DersomneL for professional positions 2 brosd yet intensive 
intelligencs training. Spsctaliecd tone : inelading Lansuace , 
area end operational treinine, Will be Handlad in other parts of 
the trainings progrem. 


The currievlua of the OT! Int: Vigence School, including recom 
mended reading, be revised to eover subicects of waptienler 
interest to offices end he coordinated mith TRS to reduce 
duplicetion in the curricules. 


hh seleetion board to he seeds ne the Profcestons1l SeL-eetion 
Panel po ocetablished undsr the dirsction of the GIA Gorecr 
Services Board, Ib would Meni et of five voting monbiire ond 
three advisory members as follows: 


(1) Two rupresentatives from the overt OFFicos. 
(2) Two r-presentatives from the covert Officers, 
(3) One reoreseatetive from n Deputy Director's Office, the 
mn/P, pn/s end M/T, to de sucecesively represented on a 


roteting basi.ge - 


()1) Three sdvisory renresentativer, one areh from the Pursonnel 


OPien, the Inspection and Securtty Offices end the Officer: 
“of Training, 
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(6) Glearance by the Medd 
earance by o Madtenal an (ft ‘ F 
na eas iy. ¢ Jical. Offices (to be carried out between 


(7) Assessmor n | 
ssessmonts . (To be carried 
T G Carried out, at the opts 
wm (1 a  aptilo he 
obligating Offiee, between steps S and W.) oe 


(8) Obligation of Slots by Offiees, 

(9) “eeurity investigation initinted by Teso 
Uh iS LIND 0 

(10) Security Clanrance, 


(11) Intervie avd 
PRUOPVLOW, review and denis : i 
Panels . decision by Professional Selection 


(12) Yotifiertion to candidate by Personnel Offies 
(13) mop | | 
(1h) Rntranee into CIA Intelligence School, 


15) Review of ini 
(15) Review of Training record by Professional Selection Panel, 
Me Lo aed e 


(16) ‘ssumption of « ste i : 
PtLon of duty status in Office: obligating slot 
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ROTATION 


lo The objectives of rotation for the Aprency are as tollowss 
uv PRN wore me ema 


ag A more effacbive and more economical utilization of the Agecneyts 
lanpower., 


be A method of improving the selection and broadening the experience 
of individuals to serve in key positions, 


Cy The cultivation of an esprit de corps based primarily on the 
rewardeforemerit principle. . 


ao Assisting him to do his present job more effectively by: 
(1) Increasing his knowledge in his fiold, 


(2) Providing him with now skills, techniques and methods of 
performance, 


(3) Improving his ability to plan his work end to dircet and 
supervise others in it, 


(4) Incroasing his understanding of the necessary relationships 
of his job to those of collatera and higher echelons of the 
Agency, 


Be Preparing him to undertake jobs of increasingly greater responsi- 
bility commensurate with his growth pobential bys 


(1) Broadening his understanding of the objectives of the Agency 
and its mission, 


(2) Intensifying the development of his Planning, managerial and 
Supervisory skills, 


Cy Providing him more opportunity to find the ficld in which he does 
beste 


do Removing him from a Mut", 
Gs 


SECRET 
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3 tn order to provide a terminology that will promote a common under= 
standing of rotation problems, the following definitions have been 


adopted: 
a. Rotation; The proccss of systematic designation and redesigna~ 


be 


G 
° 


do 


G 
° 


fo 


tion of an individual’ to various kinds of duty and training for 
the purpose of improving his capacity to serve the Agencye 


Transfer: The process of removing an individual from the rolis 
of one Office and his concurrent addition to the rolls of another 
Office, This process is independent of the process of rotation 
though it may be a consequence MCEEOR 


Exchange: The process of rotating an individual by olacing him . 
timporarily under the operational control of another Office in 
return for another individual similarly attached, 


Loan; The process of rotating an individual by placing him 
temporarily under the operational control of another office 


without ruciprocity’s or of attaching him temporarily to an 
activity not a’part of CTA. 


Sponsoring Office: The administrative unit of CIA on whose rolls 
individuals with rotation assignments are carricd and under whose 
administrative control individuals remain irrespcebive of where 
attached. 


Receiving Office: The administrative unit to which individuals 
Being rotated are attached and under whose operational control 


individuals remain until they are returned to the Sponsoring 
office, 


ho Principles which are concerned in the process of rotation are as follows 


Qe 


ry 


Personnel Covered: In general, any individual who has been in the 
‘employ of the Agency for a period of two years is cligible for 
rotation, Rotation of persons who have been on duty for less than 
two ycars would be the exception rather than the rule, 


Positions Covered: Any position within the combrol of the Agency 
to which the assignment of personnel will serve the objectives of 
rotation is regerded as covored by these principles, These include 


executive, operational, intelligence, technical, administrative and 
-~ 17 = 
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training positions, cither in th: field or at headquarters, within 
the Agency or with other public or private agencies or institwhions. 


Job Groups cover eds The clasres of individuals covered are inclue 
sive rather than exélusive, The professional or technical 
activity of a given class of individuals may, by its nature, 

limit the jobetype groups.to which members. of such a class will 


“pobabves 


Normal, Duration of Tour if af Duby: “Gach individual rotation period 


eC emaserenh ed ma sateteinten 


tay Vary Dub will nov Es less than six months, and will probably 


average between cightcen and twentyefour months, Thus, a rotation 
assignment at the National War College will run. some -ten months 
while a rotation assignment to a position overseas may weld run 
twenty-four to thirty months, 


Degree of Compulsion to Rotate As a matter of principle, 
acceptance of a rotation assignment is compulsory for persons who 


eee to make a career of CIA employment, Any individual or 


Sponsoring office, or Receiving Office, may, however, show cause 
why a rotation assignment shall or shall not be carried out, The 
reviewing authority (the CIA Career Service Board) shall in.such . 
cases make rec commendations to the appropriate Deputy Director whose 
decision shall be final, 


Administrative Control: Individuals with rotation agsignnents will 


ed 


“remain on the rolls of the Sponsoring office ‘and ane its admin- 


istrative control for promotion and transfer purposes, The Sponsor~ 
ing Office will pay the individual from home office funds at his 
home office grade. : Oo 


Operational Control: The individual, being rotated will be under 
the operational control of the Receiving Office for the duration 
of his tour of duty with that Offiec, during which period Personnel 
Evaluation Reports will. be prepared by the Receiving office and 
forwarded to the Sponsoring officee 


Bifect of Grade ‘Differential between Jobs” concerned in Rotabion: 
Assignments given to individuals boing” “rovated shall be genera “ally 
comnerisurate ‘with their abilities, keeping in mind the purpose of 
making the specific assignment. Rotabion Loan Slots (See Schedule 
B, attached) will be allocated to Offices to maintain flexibility 
in effccting rotation where exchange of approximately equivalent 
personnel is not practical, 


SECRET < es 
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ie . Changes in Grade: Promotions and other changes in grade shall 
'  ‘yemain under the control of the Sponsoring Office. The eligi- 
“bility of the individual for promotion shall not be prejudiced 
or overlooked by reason of his status as an individual being 
rotated, 


je. Duration of Rotational Pattern: It is premature at this time to 
‘ formulate a policy covering the duration iin ycars during which 
period the individual is subject to rotation policies, or to 
attempt to prescribe an arbitrary age limit ernee ‘which rotation 
policies will not be applicds 


ky, Settlement of Disputes: Divergence of views Beewsee offices or 

between an individual and his (Office) Career. Service Board which 
cannot be satisfactorily resolved between the parties shall be 
referred in the first instance to the Secretariat which will 
review the case and forward its recommendation to the concerned ° 
(office) Career Service Board(s), In the event the reconmeridation 
of the Secretariat is not accepted, the case shall be referred to 
the CIA Career Service Board. for disposition, 


lo Policy Governin Rotation within an Office; Intra-office rotation 
policy shall be sct by the (Office) Caredr Service Board within 


the framework of policies prescribed by the CIA Career Sérvice Board, 


me Policy Governing Rotation between n Offices: Within the framework of 
policies prescribed by the GIA Career Service Board inter-office 
rotation will be based largely on a series of bilateral agreements 
between Offices which will set forth in each case the person being 
rotated, the expected duration of his assignment and any other 
pertinent facts, 


5, ‘hore are two basic types of rotation as follows: 
“ag Rotation by Exchange | 
(1) The Exchange procedure authorizes Office Boards to negotiate 
_ the "swapping" of two persons when it has been judged that 
rotation is the best method of broadening their -experiences 
‘This procedure will be used when the two positions in question 


are of corresponding responsibility,. Respective grades of the 
positions or incumbents need not be exactly the Same g 
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(2) Individuals being rotated will be under the operational 
control and supervision of the Receiving Office Board. 


(3) The Receiving Office Board will outline to the individual 
the responsibilities of the new positions 


be Rotation by Loan 


(1) The Loan procedure authorizes an Office Board to recommend 
the temporary assignment of an individual to another Office 
without receiving anyone in return or to récommend his 
assignment to outside activities for the purpose of broaden~ 
ing”his knowledge of ‘his field. 


(2) Rotation slots, allotted by quota outlined iin Schedule By 
attached, will be available to Office Boards, ‘These slots 
will be allotted by the CIA Career Service Board and will 
. be "open" positions to accommodate any grade. 


(3) The Receiving Office Board will outline to the appointee 
-. ° the responsibilities of his new assignment. The appoirtec 
is "on loan" to the Recciving Office and will therefore not 
tie up an authorized T/0 position, He will be assigned to 
a logical unit in the Receiving Office's organizational 
‘structure » : 


(4) Appointecs will be wnder the operational control of the 
Receiving Office Board, 


6. Specific questions raised by the DCI in his memorandum of 7 March 1952 
and recommendations iin response thereto are as follows: 


a Do you recommend limiting overseas duty to any particular number 
of years? 


It is recommended that the Agency not limit total overseas duty 
to any particular number of years but that, in accordance with 
their needs and in consideration of the health and hazard condi- 
tions prevailing at various forcign posts, the several Offices 
concerned, in conjunction with’the Medical Office, arrive at and 
recommend a uniform policys 
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Do you recommend bringing all foreign personncl. home, sayy one 
year in each four or at any other intervals? 


It is recommended that as a policy and in conformity with 


existing and proposed federal.laws all staff personnel sorving 
overseas be brought home at least once every two years for 


home leaves Determination of the relative lengths of tours of 


duty in the United States and overseas will have to be adjusted 


constantly in consideration of the proportion of total staff 
personnel serving in the United States and abroad, 


Do you recommend moving officers as a matter of policy from Office 
to Office within the Agency or do you mean from division to 
division within an office? . 


The rotation system reconmended provides for intraeQffice, inter- 
Office and ‘extra~CIA rotation of the individual to duty or trains 


ing. At the Agency level, the CIA Career Service Board is 


empowercd to Lovy requirements on the Office Boards for individuals 


to prepare. them to fill key Agency positions, 


At what rank does the rotation by the Carcer Service Board stop? 


The rotation system recommended by this Working Group covers all 
positions and all ranks without restriction, 


a 
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CAREER BENEFITS ; 


ll.» In order to induee able persons to make their carecrs in GIA, 
the feoney shonld provide specific and tengible benefits to them. The 
sceurtty asnects of Ciftts mission which forcvs on many CTA personnal a 
role of anonymity, repugnant under normal circumstances to professional 
people, and the physical and mental stresses resulting therefrom are 
such that a compensating factor is desirable. 


2o Most of the tangible benefits that might be provided to CTA 
personnel will require legislation. Continuous attention must be given 
to this problem cince the opportunity to collaborate with some other 
department of government that is sponsoring desired legislation may 
provide an indircet means of atbaining the objective. 


ra 


3, Renefits that may be installed without additional legislation. 


a0 Additional nav for various types of hazardous duty. 
(Separated from the Carcer Service Progran ab your requis 
but beings carried forward through other channels. ) 


be. A meritorious award system providing for recognition of 
distinguished service to the Agencys (Sec Tab H). 


ce. A CTA oversees post classification system providing 
benefits responsive to unhealthful conditions. 


Tt is recomended that: 


(1) Tho Ageney continue to follow the Department of State 
system. 


(2) The Director of Personnel cantinue the exercise of his 
powers as in the paste 


(3) The Director of Personnel, with the advice and assist- 
ance of the operating Officers concerned and the Medical 
Office, establish en Agency policy regarding the length 
of assignment in unhealthful posts, giving regard to 
the probable deterioration of health. This determinn- 
tion to be made without reference to salary differential 
or possible aceslerated retirement credit. 
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ds Better group health insurances + (At present being actively 
worked on, ) 
he Renefits that will require additional legislation, 


ae Additional benefits for personnel disabled while in the 
employment of OTA. . 


be Pay, within-grade raises, and grade promotions for personnel 
who are detained involuntarily by foreign governments, known 
as "Missing Persons Act" for vouchcred funds employees. 


Ce Application of the principles of the United States Tnployees! 
Compensation Act to dependents of employees engaged in 
hazardous duties who are themselves exposed to hazard. 

ds Death gratuity of six months! base pay to dependents of 
CIA employees whose denth gecurs in line of duty while 
Serving overseas . 


ee A more liberal retirement system... 


f. An appropriate and adequate leave system for all oversces 
emplovees, ‘ 


It is recommended that the CIA Career Service Roard give its con- 
tinuous attention to benefits ae, through f. above. 


~ 23 - 


SECRET . 
Security Information _ Tab G 


Approved For Release 2001/09/03 : CIA-RDP81-00728R0001001 ea 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


SECRET 
Security Information 


THE HONOR AWARDS PROGRAM 


lo An honor award for intelliyzence service should be distinmuished 
from an incentive award for meritorious suggestion or for oubstanding 
efficiency and economy in aduinistration as well as from longevity 
recognition for long and faithful service. An incentive awards proprain 
is well established jn CIA, and a system for recognition of longevity is 
now being considered, Awards for intelligence service do not exist, It 
is therefore recommended thats 


a CIA establish a medal for presentation by the Director of Central 
Intelligence to any individual associated with CIA, or to any 
other person, who makes a notable contribution to United States 
intelligence activities, 


be ‘The derign of the medal incorporate those features of the Agency 
seal adaptable for use in the medal and that the medal be 
suspended from a distinctive ribbon employing the colors of the 
Agency seal, 


Co Units which have contributed outstanding performance be 
recognized by a personal award to each member of the unit 
rather than a group award, 


d, There be established an Honor Awards Board, under the juris- 
diction of the CIA Carecr Service Board, which will be 
responsible for reviewing recommendations concerning any 
honor awards in CLA, and for forwarding these recommendations 
to the DCI for his approval. 


Gy The CfA Career Service loard give further attention to the 
problem of creating an Honor Awards Program. 
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Schedule A 


Membership 
on the 


CIA CAREER SERVICE BOARD 


1. ‘he following persons arc permanent members of the CIA CARUER 
SERVICE BOARD: 


Deputy Dircctor/Plaus or Deputy 

Deputy Dircctor/tntelligence or Deputy 
Deputy Director/Adninistration or theputy 
Assisturt Director (Personnel ) 

Director of Training 


29 The following persons are rotating members of the CTA CARER 
SERVICE BOARD: 


Assistant Director for Special Operations 

assistant Director for Policy Coordination 
assistant Director for Communications 

Assistant Director for Current Intclligence 
Assistant Director for Collection and Dissemination 
Assistant Director for Operations 

Assistant Director tor Scientific Intelligence 
Assistant Director for Research and Reports 
Assistant Director for Notional Estimates 

Assistant Director for Intelligence Coordination 
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Schedule 
ROTATION LOAN SLOTS 


le Rotation Lorn Slots, “open! with respect to grade and over and 
“hove the normal T/ of the Offices, are allotted to the Offiere as 
indicated below, Only personnel on "Loan" rotation asslenment will be 


carried ageinet these slots. Thess Slots will only be used to effet 
rotstion assignments when "exchange" rotation is not practical, 


eo The allotment of Rotetion Loan Slote is as follows: 
unit Total 
Office of the Nireetor of Ceatral Intelligence 1 Ll 


fice of the Deouty Nirector of Central Intelligences 
Offies of Training 1 1 


Orfics of the Desuty Director (Plens) 1 
OfPice of Soecial Operations 5 
OFPice of Policy Coordination 5 
Offies of Communications 3 

1 


Technical Services Starr 


Office of the Nepnbty Pircctor (Intelligence) l 
OfPies of Netionel Wstiantes 3 
Office of Scientifie Intelligence 3 
Office of Resesreh and Reporte ly 
O*fice of Current Intelligence 3 
Office of Collection and Disseminstion 2 
Office of Operations 2 8618 

Office of the Neputy Dircetor (Administration) ds 
Personne] Offices 1 
Goneval Services Offices 1 
Cumpbrollerts Offtee rE 
Inepection ond Security Office ] 


Held in reserve by the CTA Gareur Service Board 16 


TOTAL 50 
~ 26 ~ 
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SECRET 
“ray Hafan ryvedeeny 
8 July 1952 


MEMORANDUM TOR: Chief, Organization anc} Methods Service 


ATTENTION: ——n 


ETOM: Executive Secretary/Career Service Committee 
SUBJECT : Certified True Cony of CLA Career Service Program 
] g 


1. There is attached for your records a certified true copy 
of the CLA Career Service Proeram as approved by Generel Smith. 


; 25X1A 
2. The program was published as CLA Notice i, ace eel dated 
1) June 1952, by the authority of Colonel L. K. White, Assistant 
Deputy Director (Administration). 
3+ The original copy is being retained in the files of the 
Secretariat of the CLA Career Service Board, 
25X1A 


Attachment 
CDS/RB:inkr (8 July 1952) 
Distribution: 


Addressee (2) 
Signer (2) 
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CLNTRAL INTELLIGENCE AGENCY 
Washington, D.C. 


NOTICH 
25K1A a 12 dune 1952 


SUBJECT: Seventh Agency Orientation Course 


REFERENCE: CIA Regulation 


iL. The Oftice of Training will conduct the Seventh Agency Or entet.on 
Course in the Depurtnent of Agriculture Auditorium (bifth Wins, South Agi i- 
cuLbuce Building , Independence avenue near Lith Stweec) trom & through LL 
Jahy 1052. The program will begin promptly ab OGOO heurs and combine te 
1200 hours on each of these days. Schedules tor the Seventh Course WiLL be 
sent to each Office for dictribution to those nomduated to altsud., Cra 
badges must be shown to gain entrance to the auditor Lum. 


25X1A 


25X1A 
2. tn accordance with CIA Regulation | | (21 November 1051), the 


Pollowluy policy voverus avtendance at the agency Ovientation Courses: 


(a) Mandatory for all omployces, Grade G5-5 (or its equivalent ) 
and above, who have not attended or completed any previous Agency 
Orientabion Course or TRS Stat!’ Indoctrination Course. Avcordingly, 

Off es he eile are darveeted to make thele personnel available Lor 
one of these quarterly Orzenbution Courses ab th: eard wost 
possible occasion. 


(bv) Oftice heads may nominate fully-eleaved emoloyees in 
GS-4. provided such employees are assigned to positions requaring 
general knowLedze of’ ees organiadtion ancl operations. 


(c) Scheduling of personel wo1l be carr ied out between the 
Tirasnin: vison OFPicers designated by the vasious Office heads 
and the Chief, Orsentation and Brieting Divas Jon, Offiee ot' 
Training, acting for the Director of Tracning, 


3. (a) No arrangements can be made for those attendias the course 
to pavk in the vicinity of the South Agriculture Burlding. 


(b) Capital Transit chartered busses will leave the "Loop" at 
the north cnd of "M" Buiiding at 0830 hours on the mornings of the 
course ty take those persons whuse offices are located an Nowth, 
Central, South, Administration, "Q", "M", and adsacent builds "gS 
to the auditorium. They will nee a return trip to this point each 
day at noontime, 


Baie 
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(c) Capital Transit chastered busses will leave Crom Gate G, 
in the rear of "bh" Building. at 0830 hours each mornin, of the 
course, to tuke pocsons whose offlees are lovated an "1", "Jd", 
met ound "UL" Buildings, as well as "Quarters Dye" end adgacent 


Bubldings, to the Auditorm.un, 
(_) Special arrangements can be wade for ‘the transyartation 
cf personne: Located in othar dDuildings. 
#OR THe DIRECTOR OF CHNTRAL INTELLIGENCE; 
25X1A 


Deputy Director 
(administration) 
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29 May 1952 


MEMORANDUM FOR: Assistant Deputy Director 
(Administration) 


SUBJECT: Proposed CIA Notice, "Use of 
Provisional Clearances 


The proposed CIA Notice on the use of provisional 
clearances has been revised in accordance with your 


suggestions and is forwarded for Signature and 


publication, 
MATTHEW BATRD 
Acting Assistant Director 
(Personnel) 
Attachment 
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CENTRAL LVIELLIGUNOE AGENCY 
Wasturgton, BD. a, 


BUBJECL:  Areisy De Lephone Diree tary 


my A yy. Conan eee ay 
Cals Lo he phone Directory quar 
Juiy and October, 


1} hye: Acly myth ede ne gee che of ta 
he Ble: Ministre tive Seve iem Coe be ae 1 oto 4 
Suretive nie ace OPEsce I8 required to issue Ghoe 
t 


i) Tr ou oy le oy $i! afte Ps im ~> ‘ 

e. ite eut-o8 Gate For Peden os Mada RUE might igh ee oy “ jas on 
ima ee . ate FOL ties July LO52 :osuc will be 16 June 
1o0e. PeLons, teletions or changes fue the directory, as reported 
eles TOMS hen sire Dig apis cdac ob diantety es Reh EU LY , vid pied UGH 
ce Personnel Information Cards end teccrved iii the Mach rie Rar rele 

ery tty) Taye Om VELaYE yeuee sme , an . : ng ee ee 
Brenehn turough 16 June L932, wlll be retleeted in tie July ieosie 
Ak at . PW OIA , 


os Myer ga lef tend capa pas Pa T, . 
7 a ae erfictency of the. CIA. televhonuwaeevies and the UVCULaa ¥ 
Of the Televpbone Direr tory ta de eerie 493 OE ean a 
OBX1A . ate eee ae tory is dependent Upon cach Otylee mepoztiaes 
Reus Pepeesounel Lovatur untormation ag outlined in CLs Resulau , Ox 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE : 


WALTER RYTD WOLF “ * 
Deputy Direetor © 
(Administration } 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D, C. 


NOVICK 
5 dune 152 


SUBJECT; Recatl of Reserve Persounel tu Active Duty tor CTA 
es l.muent. 

Le. For bud etary reasons tie Department cr tue Army 18 un- 
Walling to ceil additional reserve officers to active duty fox sub- 
sequent detail to CIA unless reimbursed by this Agency Lor the pay; 
allowances end expenses of such officers. In the vest interests of 
inter-departmerntal relationships, CIA will nov yasbicipate in reim- 
burgement arranrenents unless gustified by except. onal operating 
requirements. 


2, In tne future, requests Por recall of spuividual reserve 
officers and enlisted peveounel will be forwarded to the Armed Services 
only after all otner means for filling personel requsacements heve been 


exhausted. When the recall of reserve m.Litary percsounel is & mat ter 


of cperational necessity, sequests Sor such recall w:1L be forwarded 
to the Department of velunie only after approval of the Deputy Director 
(Administretion). 


FOR ‘THE DIRECTOR OF CENTRAL INTELLIG. 


WALTs 


Deputy Director i 
(Adninistratacn ) 
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CUNTRAL INTELLIGENCE AGENCY 
Wughinmeton, D. C. 


hOLIen 


25X1A ie 2 a al h June Lope 


SUBJECT; Domestic and Foreign Shipment of Supplies and Equipment. 


Ll. Submissien of Requests 


& Requedh. vor shipment of supplies and equipment shall be 
submitted on Form to. 36-4, "Requests for Domestic or Foreign Ship- 
ment," te tne Praccportation Division, Administrative Service, which 
Will arraacsc mean. of transportation to destination. 


b. Cop:es of requisitiona (which Jnuvolve shipment of supplies 
and /ox euuipment) will be inmedlately forwarded to the Transportation 
Division by the Oifice of Procurement and Supply. 


ec. Hach request for shipment will include detailed shipping in- 
structions or, if they are nov available at the time of request, there 
will be indicated on the request a date by which such instructions 
will be provided. 


2. Nstablishment of Schedules 


a. The Transportut.son Division, Administrative Service, will 
establish, maintain and publish a transportation time allowance 
schedule wnich wall provide the normal number of days required for 
shipments from the United States to all parts of the world, including 
both air and surface shipments, for logistical plauning purposes. 


b. he Office of Procurement and Supply will publish a procure- 
ment time allowance schedule for logistical planniny, purposes. = 


3, Whenever a shipment must be accomplished in less than the normal 
time, details of requirements for special handling will be provided by 
the requesting office. 


hk. On receipt of a requisition involving shipment to an overseas 
station, the Office of Procurement and Supply is responsible for furnishing 
the Transportation Division with the cubes and weights or the materiel. 
This is necessary to facilitate arrangements for securing space. When 
actual cubes and weights caanct be determined an estimate will be furnished 
at the time of procurement action. 


mn 
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5. The Office of Procurement and Supply is responsible for giving 
notice to the Vranspertation Division and the requesting off.ee of any 
changes in the procurement actions and/or deadlines requested. 


6. The Transportation Diviston will notit’y the réequccting office 
of any changes in the shipping deadlines requested. 


7, The Transportation Division 16 responsible, in coordination 
with the aetavity concerned, Lor the preparation of cables, documents and 
pouch letters to the ficld concerning shipping and delivery information. 


3. A monthly status report on all outstanding shipments will be 
furnishes to the appropriate activity by the Mransportation Davision. 


wit 
FOR THE DIRECTOR OF CBNTRAL INIELLIGENCH': 


Deputy Directeér 
(Adminis tration) 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D.C. 


NOTICE 
25X1A 2 June 1952 
SUBJECT; Procedure for Recommending Promotion of Military Officers 


25X1A 
REFERENCE :CIA Notice QB subject: Promotion of Military officer: 


Ll. he Lollowing is the administrative procedure to Le used in sub- 
mutting recommendations for promotion of military officers assigned to duty 
jn CIA: 


(a) Supporting Information. Information to support the 
recommendation may be classified when necessary to cite outstanding 
performance. This data should be prepared by a supervisor who is 
familiar with the officer's duties and performauce, preferably the 
individual responsible for preparing his efticiency reports. Accurate 
information on time-in-grade and other service qualifications extracted 
from personnel records, should be included. 


(b) Review. Information supporting each recommendation will 
be reviewed by the Assictant Director, or Office Chief in whose 
activity the recommended officer is working, by his desip-nated 
representative, or by a board of senior officers appointed for that 
purpose. 


(c) Preparation of Recommendation. Recommendation to be for- 
warded to the appropriate service will be prepared by the reviewing 
individual (or by a designated member of the review board). Although 
this recommendation is based upon classified Supporting information, 
it will be written in lenguase requiring classilication no higher 
than RESTRICTED, Format will conform with CIA instructions concerning 
correspondence (MM, Correspencence Manual, April 1952). 


25X1A 


(d) Signature. Recommendations, in final form will be prepared 
tor signatures as follows: ; 


(1) For promotions up to and including grade of Ma jor 
(Lt. Commander): 


x 


| FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Deputy Director 
(Administration) 
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(2) For promotions to grades of Lt. Colonel and Colonel 
(Commander and Captain): 


Director 


(¢) Addressee. Recommendations Signed by the Director of Central 
Intelligence will be addressed to the Secretary of the service con- 
cerned. Recommendations signed by the Deputy Direetor (Adininistxation) 
will be addressed to the personnel chief ot’ the service concerned, 
i.e., The Adjutant General (Army), Chief ot Navy Personnel (Navy), 
Deputy Chief of Staff, Persomel (Air Force). 


(i) Routing. Recommendations, together with supporting infor- 
mation, will be forwarded under proper classification to Military 
Personnel Division for final processing and forwarding for appropriate 
Signature. After recommendation ts signed, the Military Personnel 
Division will return classified Supporting information to the office 
of origin, and will deliver the recommendation to the Department of 
Defense addressee. 


2 Special Efficiency Reports. 
25X1A 
Speciul Reports ot afficuency of outstanding officers may be 
submitted at any time in Lieu of recommendations for promotion. Procedure 
25X1A will conform with CIA Regulation —MMMPand instructions accompany ing, 
CIA Notice No. BB 31 March lgoe, currently in use tor routine submission 
of reports. 


3. Commendations. 


Commendations will be processed, Signed, ond forwarded in the 
same manner as Recommendations for Promotion, 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: OBX1A 


WALTER REID WOLE/ : 
Deputy Director 
(Adwninistration) 
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UNC LAGS IT PIED 


CENTRAL INGELLSGUNCE AGUNCY 
Washington, 0. C, 


SUBJECT; Saturday Courier Services to Other Governmant Agencies ln the 


| 
j —- 25X1A NOWECH 
i 
{ 
| 


Wachiiugton Area. 

L. Administrative Service ss unable to make saturday deliveries 
of a considerable amount of mail addvessed to other agenc:es within 
the City because the offices of the addressees ave not open on that day. 
: The last regular exty delivery for the week leaves the eeutral madi room 
in Que Buslding at 1560 hours FPridgay afternoon. Mail addressed to other 
urongies and received in the weil room after that tine will ordinarily 
he held Lov delivery on Monday of tne followsng week. 


2. However, if the origanating office iu aware that the offices of 
the addvessee will be open Saturday, delivery cau be assuved by altaciiing 
“io pe deLiveced 


lees & 


a separate note ta the envelope ov package which sbutes 
not latex than Saturday, (dat). 


FOR THE DIRECTOR OF CENTRAL Intelligence: 
25X1A 


WALTER REID WOLE/“~ 
Deputy Dureetoré 
(Administration) 
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CENTRAL INTELLIGENCH AGENCY 
Washlugton, D..C. 


25X1A NOTICE 
Po 2 June 152 


SUBJECT; Paar Lmproyment Procedure 


25X1A 
PREFERENCE: CIA Reculation mM 13 December Lydd 


lL. As ceqguiced by Executive Ordei' $980, procedures adopted by 
each department for handling fair employment complaint. and appeals 
musu be brought to the avtention of all employees. 


2. In compliance with these provisions oftuce heads will 
ensure thats 
25X1A (a) fl. employees under theie juriadietion have read 


CIA Regulut on Wo. RRR Pair Employment rroceduve, and nave 
understowd Whe rights and privileges contasued bhevein, 


(v) Pew euployees are reqbired to read this Revulation tu 


its entisety wacn uss.gned to their activitres. 
3. Extre copics needed vor the briefing of new employees may be 


obtained by calling Organization and Methods Service, jizrtension 791. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
ar =. 25X1A 


WALTER’ Ii 
Deputy Director / 
(Admio: stration) 


DISTRIBULION WO. 4 


UNCLASHIEZIED 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


25X1A 
Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


Next 9 Page(s) In Document Exempt 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


CONFIDENTIAL APPENDIX I 
Security Information 


02 TRAVEL 
Schedule of Estimated Rates 
ae VLA VER NALES 


| 


From To One Way * Round Trip 
Washington Domestic: . 
| " New York | $20 $10 
! ia Boston 35 70 
| wo South 5 150 
| t East Coast | 25 . 50 
| a ' Mid-West 60 120 
| " West Coast 175 350 
| Foreign: 
" South America 600 1,150 
i i Europe 500 1,000 
" Middle East 1,000 1,800 

it Far East 1,200 2,000 


Note: Schedule includes average costs of transportation, per diem 


while en route, etc. 
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CENTRAL INTELLIGENCK AGENCY 
Washington, D. Cc, 


25X1A NOTICH 

se asl ai May 1952 

sUBIACL: Procedures and Responsibilities Relative to Personned Statisties 
25X1A and Vables of Organizations 


RUCTSION: CIA Notviee No. P| 


1. the provisions of this Notace are etfeetive i dune L952. 


a. The Personnel Oftuce will assume responsibility fox production, 
aaviee und teclinical supervision relative to personnel stutistics throuygh- 
out CIA and should be kept apprised of the need fur such statistics vy all 
elements of CIA in order to improve accuracy and eliminate dupLlicat:.on, 
The Inspection and pecurity Office will continue to prepare clearance 
statistics and coordinate them with the Personnel Office. 


3. The Personnel Office will also assume responsibility for central 
recocd keeping iu connecbion with CIA on-duty persowmel, ceilings and tables 
or organization. 

kh, ALL classified (ineluding ungraded) positions, except positions 
under the jurisdiction of the Deputy Director (Plaus ) withorized for pro- 
Jects and Yorcign field stations, shall be processed as follows: 


a. Office heads shall address proposals for new os changed tables 
of organization to the Deputy Director (Administration) and submit 
them directly to the Classificution and Wage Administration Division, 
Personnel OFfice, in triplicate accompanied by complete justification 
including any workload data, organizational charts, functional state- 
ments and statements of basic related procedures which are neceusary 
for an understanding of the proposals. The Classification and Weyge 
Administration Division will accomplish classification review aud in- 
sure that the requests are expeditiously and simultuncously processed 
and coordinated as follows: 

(1) The Organization und Methods Service will review as 
to soundness of orgunizationul structure, tunctious and 


procedures. 


(2) he Comptroller will comment as to the availability of 
funds and other appropriate matters. 


ie 
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(3) Whe appropriate Administrative Ofiice Chiefs will 
GxMUNINe Lf spuce, eyaipment, transportation, or other admin 
istrative support 15 required, 


(4) The Deputy Director (Administration) will rucezve ail 
proposals Lor action, except as indicated tn paragraph b, below, 
together wilh signed concurrences or comments obtained Carn 
coordination, 


(5) ‘the Persormmel Office will effect dissemination of 
approved proposals. 


b. Revisions duvelving only changes an position nomenelature or 
gvades may be effeeted through the concurrences of the OLViee coneerned, 
‘the Personnel Office and the Comptroller (where significant budgetary 
changes ave lovolved); provided, however, that upproval of the Deputy 
Director (Adainistration) is obtained on grade changes at the GS-16 ox 
meL7 level and previded also that the approval of the Directoy is cb. 
tained on grade changes at the GS-16 level. Whe Classification urd 
age Administration Division willl arrange Por cuordination and dissem- 
wnavion of such chanses upon receipt of proposile in duplicate fron 
Originatimes of fiers. 


¢. CLA Form No. 30-25, copy attached, wall be used by the 
Perscunel Office in renderin. immediate notification to all oxrsani- 
2ations concerned, of approved T/O changes. Thos form will serve as 
immediate authorization for the encumbrance of the position, Machine 
Listed T/O pages will be furnished in lieu of the forms whenever the 
approved changes on single proposals are numerous; and whenever the 
accumuleted page changes warrant the correction of machine Listed tT/o's, 
When new machine Listings are received, the apprapriate Form No. 30-25 
shonld be destroyed, 


FOR THE DIRECTOR OF CENTRAL INTALLIGENCE: i777 ae 


WALTER REID WOLF /° 
Deputy Director ‘ 
(Administration) 
Attachment: Form No. 30-25 
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AND POSITION TITLE AND fe ent. | TITLE 


APPROVAL 
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records as necessary. Retain this authority until new machine printed T/o page(s) i 
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22 May 1952 


MEMORANDUM FOR: Assistant Deputy Director (Administration) 
THRU: Chief, General Services 


SUBJECT : Notice re Transfer of Personnel Statistics 
to Personnel Office. 


The attached Notice implements the approved recommendations 
in the Staff Study of 9 May relative to responsibility for 
personnel statistics. It has been concurred in by the Personnel 


Office and Comptroller. Request your authority to pub h. 


W. L. PEEL 
Chief, O&M Service 


~ 


Att.chment 
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CENTRAL INYeLLIGENCE AGENCY 
Wasoington, D. Cc. 


25X1A Novick 
1.6 May 1952 


SUBJECT; Shuttle Service 


i. The existing shuttle schedule betwee CIA buildings is 
OLS 


vescinded effective at the close of business on Pricay, LO May 1952. 

2. The new schedule to be effective on Monday, 19 May lyse, 
will provide seivice every ten (10) minutes between North Building 
and Quarters "Bye" starting from North Building at O00 and tron 
Quarters "Kye" at O@07. The Last bus will leave North Building at 
L7LO and the last bus will leave Quarters "Eye" atv 1717. 

3. The busses between the "L" Building stop eb Memorial Circle 
and the Pentagou will coutiaue to operate every fifteen (15) minutes, 


1 


+. The new schedule will be distributed separately. 


Soest. yer 


FOR THE DIRECTOR OF CHNTRAL INTELLIGENCE: 7 


WALTHER RELD wOoLr 


Deputy Director 
(Administration) 


DIESTRIBULION NO. 4 


RESTRICTED 
Security Information 


25X1A 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


ST SEL eee ren ta oace 


RESTRICTED 

mecurity Lotoumetsion 

CENTRAL INTULLIGENCH AGENCY 
Washington, D. c. 


NoOLiCH 
fe | 16 Mey 1.352 
SUBIECL: Promote.on of Military Officers 

1. The vollowins service procedures govern promotion of officers: 


a. ARMY. Central Selection Boards periodically conmsudes aby 
officers within stated zones of eligibility for promotion. ‘this 
procedueve Limits the consideration of specific recommendations to 
that normally Given commendations. Special wones of conus wdevation 
aliowlng recomuendatsons are periodically announced by Departnent 
of the Army and dasseminated to CIA activities by the Military 
Porsonnel Division, Recommenditions are required fur promotion of 
ail Second Lieutenants ard are prepared by the Military Personne) 
Division upon reyuest, 


Te AIR FORCE. Central Selection Boards Consider oftlcers quarterly 
for promotion in eligibility zones announced ‘in advance, fhe Military 
Perscuncl Division furnishes the Air Voree with Listings of Cliyibie 
officers. Recommendations are not required, but ave accepted for 
outstanding ca’ficers. Recommendation letters, to the Director of 
Military Personnel, Headquarters US/i, should cite, in unclassified 
Language, actual incidents of unusually meritorious performance. 

The procedure staved in 1 Bey above, applies to Airc Foree Second 
Lieutenants. 


c. NAVY AND MARINE CORPS. Central Selection Boards emphasize 
senlority, nornaslly precluding positive action on a specific recom- 


mendation. Such recommendations are filed tor consideration as & 
commendation when seniow.ty makes an oi'ficer Gligible for promotion, 


&. Letters of Commendation or speclal performance ratings may be sub- 
mitted any time an officer's performance of duty .s exceptionally outstandius 
Lhe greatest single factor influencing promotions is consistent recognition 
of ability by means of efficiency ratings and comuendations. The career 
aud promotion prospects of officers S8Signed to CLA will be protected by 
complete and unreserved compliance with CIA policies in this regard. 


3. All recommendations, commendations, etc. will be forwarded through 
bhe Milatary Personne) Division. This does not preclude prior evaluation or 
screening by a beard, within a component of CIA. Questions and prodlens 
related to officer promotion should be referred to the Military Personnel 
Division. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: | 


WALTER RUID WOLF A 
Deputy Divector 


DISTRIBULION NO. 2 . Bhat (Administration) 
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RESTRIC Til [Torrens or 
Security tafernsction | fananes ad ; 
& 2. SESS 
Sf -/4- SL 


MEMORANDUM FOR: Deputy Director/Administration 
FROM: Assistant Director/Personnel 


SUBJECT: Procedures for Promoting Officers Assigned to CTA 


Le ‘The Problem; To furnish adequate information on current 
promotion criteria and procedures to all officers and CIA activities 
in which officers ere on duty. 

2. acts bearing on the Problem: 

a. Instances continue to arise wherein Division Chiel's and 
higher CIA officials are not aware of the several Armed Forces 
promotion systems for officers. 


b. An erroneous concept ~ that a recommendation automatically 
results in promotion - has become quite general, leading to an 
adverse effact on morele when results are not forthcoming. 


ce Likewise, changes in promotion criteria and service policies 
are infrequently considered, through fallure of supervisors to 
consult the Military Persomel Division for assistance in promotion 
problems. 


d. The prevailing tendency to enhance all recommendations by 
forwarding them over the Director's signature is, in effect, 
diminishing the impact of recommendations which are bona fide 
exceptional cases which warrant unusual consideration and action. 


3. Discussion: 


a The Military Personnel Division is responsible for keeping 
abreast of all promotion programs, and the eligibility of all 
assigned officers with respect to promotion criteria. Timely 
dissemination of this information throughout CIA, both to super= 
visors and officers, constitutes a considerable problem in 
communication, which can best be solved by distributing periodic 
momoranda covering the progyayg apes currente 


be In addition, MbHe ey iemien te ity of technical assistance and 
advise from the Military Aiision should be widely 
advertised, and use of fh: 5 ira nasi be encouraged, to 


ia aaa dir: fhe part of supervisors or 
officers. 
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BESTRICTED 


dyepeity Untaest fee 


¢. Processing of recommendations (i.e. signature and 
forwarding) should be standardized to the extent that the 
Director is not obliged to handle all of them. The Commanding 
Officer of the appropriate adnuinistrative unit can legitimately 
sign and forward recomnondations, as desired by the Director, 


kh. Action Recommended: 


a. That the attached notice be approved for distribution 
over your signature. 


b. That the Commanding officer of the appropriate adninise 
trative unit be authorized to sign and forward recom 
mendations for promotion up to Lieutenant Colonel. 

c. That the Director continue to sign recommendations for 
promotion to Colonel, and other recommendations which, 
in the opinion of the Chief, Military Personnel Division, 
merit special attention. 


1 Inel. PP, TRUBsE DAVISON 
Draft Notice 
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RESTRICTED 
Security Information 


CENTRAL INLELLIGENCL AGENCY 
Washington, D, C. 


NOTICE 


25X1A a =< 4 12 hay 1952 


SUBUUCT: Chan.es tu Organization and Procedures Fertaining to 
Supply Division 


Ll. Effective 12 May 1952, all Supply records will be located 
in Wing "C", Quarters Kye aud will be under tre direct supervision 
of the newly activated Stoek Control Branch, Supply Division, Office 
of Procurement and Supply. 


2. Subsequent to Le May 1952, all requisitions Will be tor- 
varied to the Steek Control Branch, Wing "OC" Quarters Kye, for pro- 
ceuslug and approval. Wareliouses Will furnish supplies and equipment 
to using activities only upon receipt ot proper requisitions, authorized 
by the Stock Control Branca, Supply Division, 


3. Information relative to availability of stock, status of 
Pequisitions, and any other information which is required by requisi- 
tioning activities wiil be rurnished, where authorized, by the Stock 
Control Branch, Supply Division, Extension 2491 ox 6037. 


catia ae 


POR THE DIRECTOR OF CENTRAL, INTELLIGENCE : 25X1A 


\ WOLF 
Deputy Director  ¢ 
(Administration) 
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Office M Memorandum - UNITED STATES GOVERNMENT 


TO : Chief, Organization and Methods Service DATE: 8 May 1952 


FROM : Chief of Procurement and Supply 


SUBJECT: Request for Issuance of CIA Notice 


In order that all concerned may be informed of the 
changes in organization and procedures pertaining to the 
Supply Division, Office of Procurement and Supply, it is 
requested that the attached draft of CIA Notice be reviewed, 


Signed, and issued as an official CIA Notice. 


25X1A 


AMES A. GARRISON 
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CENTRAL TNTELLIGHNCE AGENCY 
Washington, BD, €, 


NOTICE 


\ 5 May 1952 


SUBJECT: Absence for Registration and Voting. 


Attention of all Office heads and supervisors is called to CIA 


Regulation ae: (1) and (2) reading as follows: 


"(1) Insovar as way be practicable without interfering serlously 
with preduction, employees whe desire to vote at conmunities 
where they maintain voting residence, except where voting by 
absentee ballot is permitted, will be excused for that purpose, 
without charge to leave, for a reasonable time on all election 
days. Further, employees who will be voting in jurisdictions 
which require registration in person will be excused for that 
purpose, without charge to leave, for a reasonable tine during 
the registration periods specified by the jurisdietion in which 
they will vote. Such authorized absence should not exceed the 
time actually required to vote or register, as the case way be, 
and in no event should it exceed one working day for each election 
or cegistration pesiod. 

(2) In those cases when an employee requests additional leave for 
voting or registration which will require longer than one day 
in order to enable him to vo to his legal residence to vote 
or register, permission will be grauted whenever practicable 
and the period of absence in excess of one day will be charged 
to annual leave or, if annual leave is exhausted, to leave 
without pay." 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


WALTER REID WOLF 
Deputy Durector 
(Administration) 


DISTRIBUTION NO. 4 
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late: 


THE WHITE HOUSE 
WASHINGTON 


April 28, 1952 


TO THE HEADS OF EXECUTIVE DEPARTMENTS AND AGENCIES: 


Under date of July 2h, 1948, the executive 
departments and agencies were notified of the policy 
with respect to release of employees for registration 
and voting, 

While that policy has not been changed and 
is continuing in its effect, it is felt it should be 
again called to the attention of all employees so that 
they may be fully informed on this subject and encouraged 


to exercise their rights, 


Anan A Ahr 


DONALD S. DAWSON 
Administrative Assistant 
to the President 


MAY 2) qhG 


l 
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THE WHITE HOUSE 
WASHINGTON 


July 24, 1948 


TO THE HEADS OF EXECUTIVE DEPARTMENTS AND AGENCIES : 


In so far as may be practicable without interfering 
seriously with production, employees who desire to vote at 
communities where they maintain voting residence, except where 
voting by absentee ballot is permitted, will be exoused for 
that purpose without charge to leave for a reasonable time on 
al: election days. Further, employees who will be voting in 
jurisdictions which require registration in person will be px- 
cused for that purpose without charge to leave for a reasonable 
time during the registration periods speoified by the juris- 
diotion in which they will vote. Such authorized absence should 
not exceed the time actually required to vote or register, as 
the oase may be, and in no event should it exceed one working 
day for each election or registration period. 


In these cases when an employee requests additional 
leave for voting or registration which will require longer 
than one day in order to sonable him to go to his legal resi- 
dence to vote or register, permission will be granted whenever 
practicable and the period of absence in excess of one day will 


be charged to ennual leave or, if annual leave is exhausted, 
to leave without pay. 


This letter supersedes that on the same subject ad- 
dressed to the Heads of Executive Departments and Agencies by 


William H. MoReynolds, Administrative Assistant to the President, 
October 12, 1944, 


Administrative Assistant 
to the President 
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‘ CONFIOENTIAL 


Sceurdty Information 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C, 


NOTICE 2, # 9 May 1952 


SUBJECT: Separation for Unsatisfactory Performance 


1, Jt is essential that cach momber of the Ageney contribute his full 
share toword the accomplishment of the Agency's mission, Prompt action must 
be taken to release thase individuals who are undesirable or whose perfom- 
ance is unsatisfnetory when there is no reasonable prospect of bringing about 
adequate improvanent through less drastic administrative or supervisory action. 


ts te 

2 Personnel who have completed the probationary poriod will not be 
separated involuntaritly Cexcept for reduction in force, security reasons, for 
cause -~ misconduct, dolinguency, etc.) unless thers is a prior notice in~ 
forning the person concerned in what respect his services were unsatisfactory 
and unless he has been given a reasonable opportunity to improve or to correct 
objectionable traits. 


3e Persomel need assurance against adverse action based on arbitrary, 
uninforned decisions, Ench member of the Agency represents a sizable investe 
mont in time, monoy, and human effort. Thereforc, it is important thab pere 
sonnel, be carefully evaluated both during their probationary or trial period 
and subsequently in order to oliminote those whe manifest an inability to 
noet requirements; 


4o Responsibilities end Authorities 


(a) Supervisory Responsibility. Supervisors bear primary respon- 
sibllity for detcrmining the adequacy of performance and conduet of pere 
scnnel under their supervision and for initiating correetive action 
where nesassary, Such corrective action may be in the form of closer 
supervision, on-the-job training, admonitions or warnings, and reprd~ 
mands, There may be some instances in which a consoientious worker is 
in a job beyond his actual or potential capacity. In such Instances, 
the individu], should be reassigned to duties commensurate with his 
skill, If reassienment is not practicable, he may be separated, When 
corrective action requires a rersonnel, avtion, such as transfer, domoe 
tion, or separation, supervisors are responsible for recommending ap 
propriate action to the Personne], Office, together with full supporting 
reasons, While the ultinate authority for taking personnel actions 
rests with the Personnel Office, this fact does not relieve the operat- 
‘ing office of the vesponsibility for discipline and proper management 
of personnel , . 


. : 
oc | aw ‘ 
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Security Information 


(b) Forsounel Office Resronsibility, The Personnel Office is rex 


sponsible for rendering advico and assistance nat all supervisory levels 
on matters pertaining to personnel of tho Agency, for roviawing pro~ 
pesals affecting individuals, and assuring that they conforn to pre- 
scribed regulatory and procedural requironents and are not arbitrary 

nd unreasonable, nnd for approving or recommending to highor authority 
final action to be taken. In any instance in which adverse action is 
necossary, the Personnel Director or his designee will, with the assist. 
ance of the surervisor, prepare the advance notice or statement of charges 
for the surervisor's signature and will bear joint responsibility with 
tho surervi, or in determining the adequacy of any statement by the indi. 

a vidual affected as to why the proposed action should not be taken, 


do Separation during Probationary Period 


The probationary or trial period should be fully utilized as a final 
examining and weoding-out neried to Getermine the capacity of new personnel, 
Perfernance ovalustions prepared during the probationary period should show 
in detail the individual's performance, progress, and growth potential, The 
Personnel Director or his designce will review such evaluation reports and 
when an in‘ividual's performance is not satisfactory, take immediate action 
with the supervisor to work out a ronedial program for the individual or to 
reassign or serarnte him, Individuals must be given written notification by 
the Personnel Director two weeks in advance of separation action. Frobation- 
ary employces do not have the right of appeal on such actions, 


6. Separation subsequent to Probationary Poriod 


(a) Suzorvisor's Recommendation, When the supervisor's efforts to 
bring stout a more satisfactory porformance by the individual are une 
availing, end less drastic action is not possible or desirable, the 
supervisor will initiate sey. retion action. He will take such action, 
however, only .after he has notified the employee in writing wherein he 
has failed to rerforn adequately and has given the employee 2 reasonable 
tine in wrich to dononstrate his ability to perform satisfactorily. The 
supervisor's recommendation for separation action shall contain rerfinent 
facts concerning the individuril's unsatisfactory perfornance with a 
statement sunmrizing supervisory efforts to bring about improvements: 


(b) Fersonnel Office Action on Recornendation., Upon recoipt of 
such a recommendation, the Personnel Director or his designee will con 
duct a review to develop any adcitional facts pertinent to an appro- 
priate decision, 

(c) Processing the Separation Action, If the Perscnnel Director or 
his designee deternines that ‘separation is appropriate or that demotion 
or other less drastic administrative action should be taken, he will 
prepare for signature by the appropriate supervisor a notice to the indi 
vidual affected of the proposed action, This notice shall contain the 
following information: 

a2e 
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(1) A statenent of the action proposed as well as the offoc~ 
tive date thereof (30 days fron tho individual's reeeint of the 
Notice) » 7 


(2) A statencnt, spodifiec and in detail, showing the reasons 
for the proposed action and imelwiing a review of the administrative 
end supervisory actions which havo been taken to correct the situa- 
tions 


(3) A statenont inforning the individual thet if he wishes to 
reply he must do so within ten calendar days orally or in writing; 
that his reply will be given full consiferation before a decision 
is reacheds and that he will be notified oF the decision within 10 
deys after his roply is received, In addition, he will be informed 
that he may present his answer cxally before an advisory committece 


(a) Presentation of Individunl's Rerly before an Advisory Comittee 
The Personnel Director or his designee will promptly arrange for presen- 
tation of an oral reply to an advisory conmittee upon the individual's 
request. 


(1) Membership of Advisory Connittee 


The Assistant Director (Personnel) wil arr-oint a committee 
of three responsible and inmartial Contral Intelligence Agency offi-~ 
cinals who are not members of the Office to which the individual is 
assigned, The Personnel Director or his designated reprcsentativo 
will serve as nonvoting chairman, 


(2) Assistance to the Committee 


The Cormittoe may secure the technical advice and guidance 
of appropriate specialists. 


(3) Witnesses 


The individual has the right of requesting that there ap- 
pear before the Committee other Agency employecs in possession of 
facts pertinent to the issucs, 


(oe) Finel Action, After considering the individual's reply and the 

recommendations of the Advisory Committee, if any, the Assistant Director 

(Personnel) will make the final decision as to the action to be taken. 
The Assistant Director (Personnel) or his designee will notify the indi- 
vidual in writing, giving the reasons for the decision and stating, if 
applicable, the effcctive date of the action. 


(f) Arpesl to the U. S, Civil Service Cormission. If adverse action 
is to be taken on an individual eligible for preference under the Veterans! 


ss 
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Preference Act, his final notice will include a statement informing him of 
his right to appeal to the U. 8, Civil Service Commission within ten call- 
eudar days of receipt of such notice, 


7. Appropriate portions of this Notice will be included in the 25x14 
of the CIA Regulations at a later date. Where inconsistencies occur between 
this Notice and CIA Regulations in the He, this Notice shall govern. 25X1A 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 25X1A 


WALTER REID WOLF,” 
Deputy Director 
(Administration) 


Distribution No. 4 


alfa 
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AR-D~O1L5 


27 March 1952 


VAY” MEMORANDUM FOR: Chief, Organization and Methods Service 


SUBJECT : Draft of CIA Regulation on Involuntary Separation 


1. Im general, the attached proposed Regulation on involuntary 
separation says what I think we want. However, I have some points 
to raise which I would like to have you straighten out with Person 
nel and, after you have agreed, submit to me for approval and publi- 
cation. As usual, I am anxious to get this published within the next 
few days. 


2. it occurs to me that one Regulation announcing the policy 


placing responsibility, etc., should be in the NM} and that a © © 25X1A 
second Regulation on procedures should be in the [I 25X1A 


3. We speak of the probationary period. It is my understand~ , " 
ing that this is a one year period; however, I am not sure whether a: 


this is spelled out in present Regulations. 


4. We also speak of performance evaluations. I think that it pa Oe 
is correct that no performance evaluations have been rendered on CIA. ©. »...,27 
employees fox almost two years. ee 


5. In paragraph D (1) we say that separations on groumds of Dias o5X4A 
security violations will be processed according to leer fees 
This Regulation does not say how termination action will be processed, i". ¢ 
It merely says that personnel may be terminated for security viola~ 
tions. ILLEGIB 


6. With reference to paragraph D (2), there is a question in 
my mind as to whether termination for security viclations is not in~ 
cluded in termination "in the. interests of the United States.!.... 


25X1A 


se 


\ LK. WHITE 
Assistant Deputy Director 
(Administration) 


ce: Act'g Pers Dir CONDESA 


ae a Security Information 


eet ge. 
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CANTRAL INTELLIGENCE AGENCY 
Washinton, D.C. 


25X1A 
NOTT.CH 
30 April 1952 
SUBUd#CT: Correspondence Manual 


1. Where is attached hereto a copy of a new CIA Corres- 
pondence Manual which should be used as a guide in preparing official 
correspondence. 

2. Additional copies as required. may be obtained from 
Building Supply Officers. 


aN 


FOR TEE DIRECTOR OF CENTRAL [TEL 


WALTUR HID WOLF 
Deputy Director 
(Administration) 


25X1A 
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CORRESPONDENCE 


MANUAL 


April 1952 
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FOREWORD 


A great deal of the business of the Central Intelligence 
Agency is done through correspondence and this, of course, be- 
comes the written record. To do an efficient job of maintaining 
a thorough and complete record, it is essential that the proce- 
dures for the preparation of official correspondence be uniform, 
and that the styling, routing, and filing of it be done according 
to a given pattern or plan. 

The purpose of this Manual, therefore, is to present, ina 
simple way, these rules and regulations to the sécretarial and 
stenographic personnel of the Agency. There is really nothing 
difficult about any of the procedures, and with a little study 
and practice they are easily mastered. The instructions given 
here are only general in scope, and do not cover all cases. 
Should special problems arise, they should be brought to the 
attention of the immediate supervisor or Administrative Officer 


for a solution. 
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GENERAL 
Style 


In the preparation of official CIA correspondence, the memoran- 
dum form or the letter form is used. 


Stationery 
The following types of stationery are used: 


CIA Letterhead (bond) 

Thin CIA Letterhead (tissue) 

CIA Letterhead (Office of the Director) (bona) 

Thin CIA Letterhead (Office of the Director) (tissue) 

CIA Letterhead (Office of Deputy Director of Central 
Intelligence ) 

Thin CIA Letterhead (Office of Deputy Director of 
Central Intelligence ) 

Standard Form No. 64 (Office Memorandum-U.S. Government) 

Plain Bond 

Plain Thin White Tissue 

Plain Thin Yellow Tissue 


CIA Letterhead (bond) 


The CIA Letterhead is used in the preparation 
of all correspondence sent outside the Agency. 


When such correspondence is prepared for the 
signature of the Director of Central Intelligence, 


the CIA Letterhead (Office of the Director) is 


used. When "outside" correspondence is prepared 
for the signature of the Deputy Director of Central 


Intelligence, the CIA Letterhead (Office of Deputy 


Director of Central Intelligence) is used. 


Thin CIA Letterhead (tissue) 


The thin CIA Letterhead is always used for the: 


7 1. "Courtesy" copy (sometimes called 
me "duplicate copy") to accompany the original on 
Lote a CIA Letterhead. 


2. Information copy, if one is to be sent 
to another addressee outside the Agency. 


3. Copies of "multiple addressee" memoran- 
da sent outside the Agency. (A "multiple 
addressee" memorandum is a memorandum addressed 

ae to a list of two or more officials. This type of 
a Memorandum is a timesaver, and when used it is 

1% necessary to prepare a copy for each addressee 

| listed. ) 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


thin CTA Letterhead (Office of the Director) 


This letterhead is used when the original is 
prepared on the CIA Letterhead (Office of the Direc- 
tor) and for the same purposes stated in the preced- 
ing paragraph. ; 


Thin CIA Letterhead (Office of Deputy Director of 


Central Intelligence) (tissue) 


This letterhead is used when the original is 
prepared on the CIA Letterhead (Office of Deputy 
Director of Central Intelligence) and for the same 
purposes stated above, 


Plain Bond 
This paper is used only when addressing memoran- 
da to the Director of Central Intelligence or to his 
four Deputies, and when writing to two or more offi- 
clals within the Agency (multiple addressee), and for 
second sheets. 
Standard Form No. 64 (Office Memorandum-U.§. Government) 
ee no ranidum-U.o. Government ) 
This form is used when addressing memoranda to all 
officials within CIA, with the exception of the Direc- 
tor of Central Intelligence and his four Deputies. It 
is also used when writing informally to officials of 
other Government agencies or departments. 
Plain Thin White Tissue 


Plain thin white tissue is used for the: 


1. Information copy, if one is to be sent 
to another addressee within the Agency. 


2. File copy. 


3. Copies of "multiple addressee" memoran- 
da sent to officials within the Agency. 


4, Extra copies, as required. 
Plain Thin Yellow Tissue 
Plain thin yellow tissue is the Administrative 


Files copy. (The color is used simply to identify it 
as the CIA file copy.) 


iD: os 


Athenee mee a arm PE ASAE 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


Number of Copies Required 
eee eee ee 


Original ~ For dispatch. 

1 - Thin CIA Letterhead - "Courtesy" copy to be forwarded with 
tissue (or CIA Let- the original, if the addressee is a 
terhead-Office of the Member of Congress, or an official 
Directors or, CLA of another Government agency or de- 
Letterhead-Office partment. 
of Deputy Director 
of Central Intelli- 
gence.) 

1 - Thin CIA Letterhead - Information copy (if necessary) to 
tissue (or CIA Let- be sent to another addressee out- 


terhead-Office of the side the Agency. 
Director; or, CIA 

Letterhead-Office 

of Deputy Director 

of Central Intelli- 


gence.) 
1 - Plain thin white - Information copy (if necessary) to 
b be sent to another addressee within 
the Agency. 
1 - Plain thin white - For the signing official. (Two 
tissue thin white copies, if the Signer is 
the Director of Central Intelligence 
or the Deputy Director of Central 
Intelligence.) 
1 - Plain thin white - Copy for return to the originating 
tissue office to indicate the date on which 
correspondence was signed and dis- 
patched. 
1 - Plain thin yellow ~ Administrative Files copy. 
tissue 
is Extra copies - Additional thin white copies as may 
Df. be required by individual offices. 
. Multiple Addressee - 1. Original on appropriate CIA Let- 
eae Memoranda terhead, with a thin white let- 


=n terhead for each addressee, when 
. sent outside the Agency. 


= 2. Original on plain bond, with plain 
thin white for each addressee, 
when sent within the Agency. 


aE 3. Additional thin whites required 
ae for file and other copies. 
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Margins 


Margins are set to give a "framed picture" appearance to memo- 
randa and letters. However, margins are never to be less than 13 
inches. 


Date 


The date is placed in accordance with the length of the letter 
or memorandum, flush with the upper right-hand margin, and is writ- 
ten in this sequence - day, month, year - as, 15 January 1952. 


The date is omitted when preparing correspondence for the signa-~ 
ture of the Director of Central Intelligence or his Deputies. It 


is placed by the Executive Registry when the correspondence has been 
signed and is ready for dispatch. 


Heading of a Memorandum 


The heading of a memorandum is begun five lines below the date 
line. 


Address of a Letter 


The address of a letter is written five lines below the date 
line. 


Salutation 


The salutation is typed two lines below the address of a let- 
ter. The memorandum has no salutation. 


Body 


In the memorandum, the body is begun four lines below the last 
line of the heading, while in the letter, the message is started two 
lines below the salutation. 


Line Spacing 


The body of correspondence is single spaced. However, if the 
text is less than eight lines, double spacing is used. In both 
instances, double spacing is used between paragraphs. (NOTE: In 
memoranda addressed to the President of the United States, regardless 
of length, double spacing is always used, with double spacing between 
paragraphs. ) 


Paragraphing 


Paragraphs are indented five Spaces. They are separated by a 
double space. 
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Peragraphs of memoranda. When a memorandum is but One paragraph 
in length, the paragraph is not numbered, but subparagraphs are let- 
tered. If the memorandum is two or more paragraphs in length, the 
Paragraphs are numbered consecutively with Arabic numerals. The pat- 
tern for paragraphing is as follows: 


1, eecrereeer een eee eoevreseoneee eee ene ee eer e eer ne revresreereeereveeeee 


a. a 


eevee eareerseeseanaees 


(2) kgetow agate Std iacaal Ap ore 9 0.8 Se aia ead a tate wa reas eared bosom 


La) ieee ald wawiens nu anne /puaeew keen cleus tude 


eee eneeereaeeeveesneeen 


lL. i ee 
eoeeereeeseoewmevesenn 


Xe i i i 


eoeesteoeeeveveenne 


Exception: In memoranda addressed to the President of the United 
States, paragraphs are not numbered, 


Paragraphs of letters. In letters, paragraphs are not numbered. 
oS ee Se eee Ss 
Command Line 


The command line, or the authority line, is "FOR THE DIRECTOR 
OF CENTRAL INTELLIGENCE:" It ‘is used only on the memorandum form, 
and when the individual Signing the correspondence has been delegated 
authority to do so for the Director of Central Intelligence. The com- 
mand line is indented five spaces from the left-hand margin, typed in 
all caps, and is followed by a colon, 


Complimentary Close 


The complimentary close is used only in the writing of letters. 
It is typed two or three spaces to the right of the center of the page. 
No complimentary close is used in the writing of memoranda. 


Signature 


On memoranda, the signature is typed five or six lines below the 
last line of the body, or the command line » if there is one. The 
name is written two or three spaces to the right of the center of the 
page in all caps. The title is centered in respect to it, and is typed 
in initial caps. When Standard Form No. 64 (Office Memorandwm-U.S. 
Government) is used, the title appears in the heading on the "From" 
line. Therefore, it is omitted at the close when this form is used, 


vr a 
é toe 
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On letters, the signature is typed five or six lines below, and 
flush with, the complimentary close. The name is written in initial 
caps only. The title is centered in respect to the name, in initial 
caps. 


Tnelosures 


The number of enclosures is typed two lines below the signature 
and flush with the left-hand margin, on the original and all carbons. 
Indented two spaces and one line down, each enclosure is listed by 
number and briefly described. If an enclosure consists of more than 
one copy, the number of copies is shown in parentheses following the 
description of the enclosure. For example, 


2 Enclosures 
1. Form No. 37-3 (dup) 
2. Form No. 38-1 (trip) 


Information Copies 


Information copies and the officials to whom they are addressed 
are indicated flush with the left-hand margin, and two lines below 
the last written line of a memorandum or letter. (Signature line or 
enclosures listing.) This notation always appears on all the carbons 
retained in the Agency. However, if it is the desire of the dicta- 
ting official, the notation is made on the original and courtesy copy, 
if there is one. For example, 


cc: Personnel Director 
ec: Chief, Administrative Services 


Identification Initials 


The identification initials consist of the office designation, 
or symbol, the writer's and the secretary's initials. Following the 
initials and on the same line, the date is typed in parentheses, as, 
OCD/ABC:xyz (15 January 1952). In memoranda addressed to officials 
within the Agency (with the exception of the Director of Central In- 
telligence and his four Deputies) the identifications are typed on 
the original and all the carbons. In memoranda and letters addressed 
outside the Agency, the identifications are typed only on the carbons 
remaining in CIA. They never appear on originals, “courtesy" copies, 
or information copies. 


Distribution 


Distribution of the various copies of correspondence is noted 
on all carbons retained in the Agency. For example, 


1- DD/A (signer's copy) 
1- Return to Organization and Metods Service 
1l- Administrative Files 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


Continuations 


The body of memoranda or letters is continued at least eight 
lines below the top of the page. 


A paragraph of three or fewer lines is not divided between pages. 
At least two lines of a divided paragraph appear on each page. In 
dividing a sentence between pages, at least two words of the sentence 
appear on each page. In no case is a word divided between two pages. 


If the body of a memorandum or letter is completed so near the 
bottom of a page that there is no room for the signature, at least 
two lines of the last paragraph are carried over to the last page. 
This is done so that the signature will not become separated from the 
text. 


Page Numbering 

No number is placed on the first page. Subsequent pages are 
numbered consecutively with Arabic numerals. The number is centered 
and typed about one inch above the bottom of the sheet, as, -2-. 
Classification 


The classification is stamped as specified in the current CIA 
Security Regulations. 


Envelopes 


When envelopes are necessary, they are prepared in accordance 
with the existing CIA Security Regulations. 


Receipts 


Receipts, when necessary, are prepared as required by the CIA 
Security Regulations. 


Routing Slips 


The official routing slips (Nos. 36-8 and No. 30-4.) are used 
when correspondence is referred through one official to another. 
They are also used at times for the transmission of informal com- 
ments on the basic correspondence. It is unnecessary to use rout-~ 
ing slips to transmit correspondence from one office to another. 
Chain envelopes are used for this purpose. 


pot cebc oes, 
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THE MEMORANDUM 
When to Use the Memorandum Form 


When addressing the following, the memorandum form is used and 
is prepared on a CIA Letterhead (or CIA Letterhead-Office of the 
Director): 


- The President of the United States 

Officials of the National Security Council (NSC) 

The Intelligence Advisory Committee (IAC) (or to indi- 
vidual member Agencies of the Committee) 

The National Security Resources Board (NSRB) 

Other Government agencies, if the incoming corres- 
pondence was in memorandum form. 


Ww WNP 


The memorandum form is used when addressing the following, and 
it is prepared on plain bond paper. (This is the only instance in 
which plain bond paper is used.): 


The Director of Central Intelligence 

The Deputy Director of Central Intelligence 
- The Deputy Director (Administration) 

The Deputy Director (Plans) 

- The Deputy Director (Intelligence ) 

- Multiple addressees. 


AT Fw WY 


When corresponding with the following, the memorandum form is 
used, and prepared on the Standard Form No. 64 (Office Memorandum- 
U.S. Government ): 


1. All officials of CIA in Washington, with the exception 
of those listed in the immediately preceding paragraph 

2. All officials of CIA in the U.S. Field. 

3. Other Government agencies, informally. 


How to Prepare a Memorandum on Letterhead or Plain Bond Paper 


Keeping in mind the "framed picture" appearance, the margins are 


set accordingly. 

Place the date (if it is to be entered) in accordance with the 
length of the memorandum in the upper right-hand corner and flush 
with the margin. 


Dropping five lines from the date, the headings MEMORANDUM FOR, 


SUBJECT, and REFERENCE, ATTENTION or THRU lines are typed in all caps, 


block form, and flush with the left-hand margin. The addressee, the 
subject proper, and the reference are typed in lower case, initial 
caps, and separated by two lines. For example, 
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THE MEMORANDUM 
When to Use the Memorandum Form 


When addressing the following, the memorandum form is used and 
is prepared on a CIA Letterhead (or CIA Letterhead-Office of the 
Director): 


The President of the United States 

Officials of the National Security Council (NSC) 

The Intelligence Advisory Committee (IAC) (or to indi- 
vidual member Agencies of the Committee) 

The National Security Resources Board (NSRB) 

Other Government agencies, if the incoming corres- 
pondence was in memorandum form. 


Vi WNH 


The memorandum form is used when addressing the following, and 
it is prepared on plain bond paper. (This is the only instance in 
which plain bond paper is used.): 


The Director of Central Intelligence 

The Deputy Director of Central Intelligence 
The Deputy Director (Administration) 

The Deputy Director (Plans) 

The Deputy Director (Intelligence ) 

. Multiple addressees. , 


Own FWY FP 


When corresponding with the following, the memorandum form is 
used, and prepared on the Standard Form No. 64 (Office Memorandun- 
U.S. Government ): | 


1. All officials of CIA in Washington, with the exception 
of those listed in the immediately preceding paragraph. 

2. All officials of CIA in the U.S. Field. 

3. Other Government agencies, informally. 


How to Prepare a Memorandum on Letterhead or Plain Bond Paper 


Keeping in mind the "framed picture" appearance, the margins are 
set accordingly. 


Place the date (if it is to be entered) in accordance with the 
length of the memorandum in the upper right-hand corner and flush 
with the margin. 


Dropping five lines from the date, the headings MEMORANDUM FOR, 
SUBJECT, and REFERENCE, ATTENTION or THRU lines are typed in all caps, 
block form, and flush with the left-hand margin. The addressee, the 
subject proper, and the reference are typed in lower case, initial 
caps, and separated by two lines. For example, 
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MEMORANDUM FOR: Director of Central Intelligence 4 


SUBJECT: Change of Office Hours 
REFERENCE: Budget Circular No. 10 dtd l May 1951 ? 
or, | 


MEMORANDUM FOR: Deputy Director (Administration) 


= 

ATTENTION: Assistant Deputy Director (General) | 

SUBJECT: Change in Office Hours 1 
or, 

MEMORANDUM FOR: Deputy Director (Administration) 

THRU: The Comptroller | 

SUBJECT: Change in Office Hours | 


(In this instance, an extra copy is forwarded with the original 
for the files of the Comptroller, if he so desires to retain a copy. ) 


In the preparation of "multiple addressee" memoranda, the ad- 
dressees are listed, block form, following the heading MEMORANDUM 
FOR. The remainder of the heading is completed in the usual way. 


For example, l 
MEMORANDUM FOR: ‘The Comptroller 

Personnel Director 4 

Chief, Administrative Services | 


Chief, Organization and Methods Service 


SUBJECT: Change in Office Hours 


(In this instance, a carbon is prepared for each addressee me 
listed.) 
The body of the memorandum is begun four lines below the last a 
line of the heading. Single spacing is used, except when the memo- | 


randum is very short, in which case double spacing is permissible. 

(NOTE: In memoranda addressed to the President of the United States, “ 
regardless of length, double spacing is always used, with double | 
spacing between paragraphs. ) Paragraphing is as described under 

General. = 


The command line, if one is used, is indented five spaces and 
typed two lines below the last line of the body. ~ 
J 


ui? - 10 - 
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The signature is typed five or six lines below the conmand line. 
It is written in all caps two or three spaces to right of the center 
of the page. ‘The title is typed one line below the signature and is 
centered in respect to it. 


Enclosures are listed two lines below the signature and title. 
These appear on the original and all carbons. 


Information copies are indicated two lines below the last writ- 


ten line, which may be the signature line or the enclosures listing. 
The notation is made on all carbons retained in the Agency; however, 
if the dictator so directs, it is also noted on the original and 
"courtesy" copy. 


Dropping two lines, the identifying office symbol, initials and 
date are typed. In memoranda addressed to officials within the 
Agency, the identifications are typed on the original and all car- 
bons, except when addressing the Director of Central Intelligence or 
his four Deputies. In these exceptions they appear on carbons only. 
In memoranda and letters addressed outside the Agency, the identifi- 
cations are typed on carbons remaining in CIA. They never appear 
on originals or "courtesy" copies. 


Page numbering. The first page is not numbered; however, sub- 
sequent pages are numbered consecutively with Arabic numerals. The 
number is centered and typed one inch or so above the bottom of the 
sheet. 


Stamp the classification, if there is one, following the pre- 


scribed CIA Security Regulations. 


Prepare routing Slip, receipt and envelopes, if they are neces- 
sary. 


How to Prepare a Memorandum on Standard Form No. 64 

ee, nt rn  SOFM NO. Olb 
Type the addressee in initial caps following the TO heading. 
The date is entered on the DATE line. 


The official's title is entered following the FROM heading 
in initial caps. 


Type the subject in initial caps following the word SUBJECT. 


An ATTENTION line or a THRU line, if desired, may be added 
one line below the TO Line. 


a A REFERENCE line if needed is typed two lines below the SUB- 
“ JECT line. 


a oe 


sateen, 
BV menens eed 


' 
i 
| 
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The following are examples of the different styles of headings 
for the Form No. 6h: 


TO: Assistant Deputy Director (Administration) 
FROM: Personnel Director 
SUBJECT: Revision of Form No. 37-3, dtd 18 June 1951 
OL; 
TO: Personnel Director 
THRU: Comptroller 
FROM: Chief, Organization and Methods Service 
SUBJECT: Revision of Form No. 37-3, dtd 18 June 1951 
or, 
TO: Personnel Director 
ATTN: Chief, Classification Division 
FROM: Chief, Organization and Methods Service 
SUBJECT: Revision of Form No. 37-3, dtd 18 Jume 1951 
or, 
TO: Personnel Director 
FROM: Chief, Organization and Methods Service 
SUBJECT: Revision of Form No. 37-3, dtd 18 June 1951 


REFERENCE: Memo dtd 18 June 1951 fr Personnel Director to Chief, 
Organization and Methods Service 


The body of the memorandum is started four lines below the last 
line of the heading. It is single spaced except when the memorandum 
is very short, in which case it is permissible to use double spacing. 
The rules for paragraphing are followed as prescribed under GENERAL. 


The short Memorandum Form No. 64 is used if the body of the memo- 
randum is short. 


The command line (if one is used ) is indented five spaces and 
typed in all caps two. lines below the last line of the body. 


The signature follows five or six lines below and is typed in all 
caps. Since the title appears in the heading, it is omitted at the 
close. 


8, Osis 
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Enclosures are listed two lines below the signature and title, 
and typed flush with the left-hand margin. They appear on the orig- 
inal and all copies. 


Dropping two lines, the office symbol and identifying initials 
and date are typed on the original and all carbons of memoranda 
addressed to officials within the Agency. However, they are omitted 
on the original and "courtesy" copy when addressing the Director of 
Central Intelligence or his four Deputies, and also when addressing 
officials of other Government agencies and departments. 


Page numbering. The first page is not numbered; however, sub- 
sequent pages are numbered consecutively with Arabic numerals, and 
centered one inch or so above the bottom of the page. 


Place classification following the prescribed regulations. (CIA 
Security Regulations. 


Prepare routing slip, peceney, and envelope, if necessary. 


a 13s 
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CENTRAL INTELLIGENCE AGENCY 
WASHINGTON 25, D. C. 


15 September 1951 


MEMORANDUM FOR: Director of Personnel 
National Security Council 


ATTENTION: Mr. Michael O'Rourke 


SUBJECT: Clerical Training Program 


1. This Agency is in the process of establishing a 
clerical training program. In view of the fact that your 
organization has had a similar program in effect for some 
time, it is felt that one of your training officers could 
be of assistance to us in setting up our courses. A ten- 
tative schedule of courses is enclosed. 


2. It would be appreciated if you would send us the 
name and the telephone extension of this individual, so 
that we may contact him. 


JOHN R. DOE 
Director of Training 


1 Encl. 
Tentative Schedule 


Typed on original 
and all carbons. 


0/TR/IRD:xyz (date dictated) 


Distribution: 
1 - Admin. Files (yellow) 
1 - Personnel 
1 - Pool 


Typed on all carbons, 
except the "courtesy" 
copy. 


) 
) 
) 
) 
) 
) 
) 
) 


Pe ee 
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CENTRAL INTELLIGENCE AGENCY 
WASHINGTON 25, D. C, 


15 September 1951 


MEMORANDUM FOR: Director 
Federal Bureau of Investigation 


ATTENTION: Mr. C. D. Long 


SUBJECT: Letter from Mrs. John Jones , 
Selbyville, Kentucky 


Ll. The attached communication is referred to 
your office for such action as May be necessary. 


2. The writer has been notified of this refer- 
ence. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


JOHN R. DOE 
Colonel, GSC 
Security Officer 


1 Encl, 
Ltr dtd 30 May 1951 
fr Mrs. John Jones 


Typed on original and 
all carbons. 


OS/JRD:xyz (date dictated) 


Typed on all carbons, 
except on the "courtesy" 


copy. 


Distribution: 
Orig. and 1 - Addressee 
- Admin. Files (yellovw) 
- scs 
~ Chrono 


Oe Nn ed 


a 
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(USE PLAIN BOND STATIONERY) 
15 September 1951 


MEMORANDUM FOR: Deputy Director (Administration) 


SUBJECT: : Change in Office Hours 


1. Upon an oral request from your office, members 
of OCD were queried as to their desires in changing the 
present office hours to 8:00 A.M. - 4:30 P.M. The result 
was as follows: 


Yes: 24 (in favor of change) 
No: 20 


2. The decision of several of the persons who op- 
posed the change was influenced by the fact that the 
present working hours, i.e., 8:30 A.M. - 5:00 P.M., conform 
more uniformly to the office hours of the IAC agencies. 


JOHN R. DOR 
Assistant Director - 
Collection and Dissemination 


OCD/IRD:xyz (date dictated) 


1 - Chrono 


) 

) 

Distribution: ) ‘Typed on carbons only. 

) 
1 - Admin. Files (yellow) ) 


ae. & 
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(USE PLAIN BOND STATIONERY ) 


15 September 1951 


MEMORANDUM FOR: Deputy Director (Administration) 
ATTENTION: Asst. Deputy Director (Administration) (General) 


SUBJECT: Change in Office Hours 


1. Upon an oral request from your office, members of 
OCD were queried as to their desires in changing the present 
office hours to 8:00 A.M. - 4:30 P.M. The result was as follows: 


Yes: 24 (in favor of change) 
No: 20 


2. The decision of several of the persons who opposed 
the change was influenced by the fact that the present working 
hours, i.e., 8:30 A.M. - 5:00 P.M., conform more uniformly to the 
office hours of the IAC agencies. 


JOHN R. DOF 
Assistant Director 
Collection and Dissemination 


ocD/IRD:xyz (date dictated) 


) 
) 
Distribution: ) Typed on original and all 
1 = ADD/A/G ) carbons, except when 
1 - Admin. Files (yellow) ) addressing the Director 
1 - Chrono ) or his four Deputies. 


| Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3: 
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DRONE A me ee ani ee ne ae ee 
a 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


(USE PLAIN BOND STATIONERY ) 


15 September 1951 


MEMORANDUM FOR: Deputy Director (Administration) 
THRU: Comptroller 


SUBJECT: Change in Office Hours 


1. Upon an oral request from your office, members 
of OCD were queried as to thetr desires in changing the 
present office hours to 8:00 A.M. - 4:30 P.M. The result 
was as follows: 


Yes: 2 (in favor of change) 
No: 20 


é@. The decision of several of the persons who op- 
posed the change was influenced by the fact that the 
present working hours, i.e., 8:30 A.M. - 5:00 P.M., conform 
more uniformly to the office hours of the IAC agencies. 


JOHN R. DOE 
Assistant Director 
Collection and Dissemination 


OCD/JRD:xyz (date dictated) 


Except when addressing 
the Director or his 
four Deputies, type 
on original and all 
carbons. 


Distribution: 
1 - Comptroller 
1 - Admin. Files (yellow) 
i - Chrono 


- 18 - 


Pease 


1 
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(USE PLAIN BOND STATIONERY ) 


15 September 1951 


MEMORANDUM FOR: Deputy Director (Administration) 
SUBJECT: Change in Office Hours 


REFERENCE: Bureau of the Budget Circular No. 10, 
dated 10 May 1951 


1. Upon an oral request from your office, members of 
OCD were queried as to their desires in changing the present 
office hours to 8:00 A.M. - 4:30 P.M. The result was as 
follows: 


Yes: 24 (in favor of change) 
No: 20 


2. The decision of several of the persons who opposed 
the change was influenced by the fact that the present work- 
ing hours, i.e., 8:30 A.M. - 5:00 P.M., conform more uniformly. 
to the office hours of IAC agencies. 


JOHN R. DOE 
Assistant Director 
Collection and Dissemination 


OCD/JRD:xyz (date dictated) ) 

) 

: Distribution: ) Except when addressing the 

1 - Admin. Files (yellow) ) Director or his four Deputies, 

1 - Chrono ) type on original and all carbons. 
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(USE PLAIN BOND STATIONERY ) 


15 September 1951 


MEMORANDUM FOR: Comptroller 
Personnel Director 
Chief, Administrative Service 


SUBJECT: Change in Office Hours 


REFERENCE: Bureau of the Budget Circular No. 10, 
dated 10 May 1951 


1. Upon an oral request from the Deputy Director 
(Administration), members of OCD were queried as to their 
desires in changing the present office hours to 8:00 A.M. - 
k:30 P.M. The result was as follows: 


Yes: 24 (in favor of change) 
No: 20 
2. The decision of several of the persons who op- 
posed the change was influenced by the fact that the 


present working hours, i.e., 8:30 A.M. - 5:00 P.M., conform 
more uniformly to the office hours of the IAC agencies. 


JOHN R. DOE 
Assistant Director 
Collection and Dissemination 


OcD/JRD:xyz (date dictated) 


) 
) 
Distribution: ) Typed on original and all 
1 - Admin. Files (yellow) ) carbons, except when 
1 - Chrono ) addressing the Director or 
) his four Deputies. 
Oe 


oe, 
LE, 
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STANDARD FORM NQ G4 


Office Memorandum e UNITED STATES GOVERNMENT 


TO : Asst. Deputy Director (Administration) DATE: 15 September 1951 
FROM :Asst. Director for Collection and Dissemination 


SUBJECT: Change in Office Hours 


1. Upon an oral request from your office, members of OCD 
were queried as to their desires in changing the present office 
hours to 8:00 A.M. - 4:30 P.M. The result was as follows: 


Yes: 24 (in favor of a change) 
No: 20 
2. The decision of several of the persons who opposed the 
change was influenced by the fact that the present working hours, 


i.e., 8:30 A.M. - 5:00 P.M., conform more uniformly to the office 
hours of the IAC agencies. 


JOHN R.DOE 
OCD/IRD:xyz (date dictated) ) 
Distribution: Typed on original and 
1 - Admin. Files (yellow) ) all carbons, 
1 - Chrono ) 
a 
Af eine 
oe 
oe 
(i 
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STANDARD FORM NO 64 


Office Memorandum © UNITED STATES GOVERNMENT 


TO 
THRU 
FROM  ;: 


SUBJECT: 


: Asst. Deputy Director (Administration) 
: Comptroller 


Asst. Director for Collection and Dissemination 


Change in Office Hours 


1. Upon an oral request from your office, members of OCD 
were queried as to their desires in changing the present office 
hours to 8:00 A.M. - 4:30 P.M. The result was as follows: 

Yes: 24 (in favor of a change) 
No; 20 
2. The decision of several of the persons who opposed the 


change was influenced by the fact that the present working hours 
conform more uniformly to the office hours of the IAC agencies. 


JOHN R. DOE 
OCD/JRD:xyz (date dictated) 


Distribution: Typed on original and 


1 - Chrono 


) 
) 
) 
1 - Comptroller ) all carbons. 
) 
1 - Admin. Files (yellow) ) 


DATE: 15 September 1951 
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STANDARD FORM NO 64 


Office Menorandum ¢ UNITED STATES GOVERNMENT 


TO 
ATTN 
FROM 


SUBJECT: 


: Chief, Administrative Service DATE: 15 September 1951 
: Chief, Building and Maintenance Division 
+ Assistant Director, OCD 


Change in Office Hours 


1. Upon an oral request from your office, members of OCD 
were queried as to their desires in changing the present office 
hours to 8:00 A.M. - 4:30 P.M. ‘The result was as follows: 

Yes: 24 (in favor of a change) 
No: 20 
2. The decision of several of the persons who opposed the 


change was influenced by the fact that the present working hours 
conform more uniformly to the office hours of the IAC agencies. 


JOHN R. DOE 
OCD/JRD:xyz (date dictated) 
1 - Comptroller 


1 - Chrono 
1 - Admin. Files (yellow) 


Typed on original and 


) 
) 

Distribution: ) 
) 
) all carbons. 
) 


ORs 


a ee ene ae 


ce ee re ie ct erate eT 
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STANDARD FORM NO. G4 


Office Memorandum ° UNITED STATES GOVERNMENT 


TO 
THRU 
FROM 


: Asst. Deputy Director (Administration) DATE: 15 September 1951 
: Comptroller 
: Asst. Director for Collection and Dissemination 


SUBJECT: Change in Office Hours 


REFERENCE: Memo dtd 18 June 1951 fr Personnel Director to Chief, 


Organization and Methods Service. 


1. Upon an oral request from your office, members of OCD 
were queried as to their desires in changing the present office 
hours to 8:00 A.M. - 4:30 P.M. The result was as follows: 


Yes: 2. (in favor of a change) 
No: 20 
2. The decision of several of the persons who opposed the 


change was influenced by the fact that the present working hours 
conform more uniformly to the office hours of the IAC agencies. 


JOHN R. DOE 
ocD/JRD:xyz (date dictated)  ) 
) 
Distribution: ) Typed on original and 
1 - Comptroller ) all carbons. 
1 - Chrono ) 
1 - Admin. Files (yellow) ) 


a Oly ie 
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THE LETTER 


When to Use the Letter form 
ee ee eer Orn 
The letter form is used when addressing the following: 


Ll. Executive Offices of the President. 

2. Members of Congress. 

3 Officials of Government departments and agencies, 
except when the memorandum form is used. 

4. Private individuals, 

5. Private organizations. 


How to Prepare a Letter 
ees eee, Se IU OEY 

Set the margins, following the "framed picture" format. 

pada itaced ennssuerl = Natal 

The date (if it is to be entered) is placed in accordance with 
the length of the letter in the upper right-hand corner, flush with 


the margin. 


Five lines below the date line, enter the address in block form 
and single spaced. 


Dropping two lines, the salutation is typed. For example, 


Mr. John Doe 
814 Sheridan Street, N.W. 
Atlanta, Georgia 


Dear Mr. Doe: 
The body of the letter is started two lines below the salutation. 
Single spacing is used, except when the letter is very short, in 
which case double spacing is used. Paragraphs are indented five 


spaces and are not numbered. Subparagraphing is to be avoided. 


Two lines below the last line of the body, type the complimentary 
close. 


Dropping five or six lines, the Signature is typed in initial caps 
only. The title of the official is centered in respect to the signa- 
ture, and is typed one line below in initial caps. 


Iwo lines below the Signature, the enclosures are listed flush 
with the left-hand margin. They are typed on the original and all 
carbons. 
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Two lines below the signature or the enclosures listing the 
information copies are indicated, typed flush with the left-hand 
margin. 


Dropping two lines, the identifying office symbol and initials 


of the dictator and secretary and date are typed on the carbons only. 


These never appear on the original and "courtesy" copy. 


Stamp classification, if any, according to the current CIA 
Security Regulations. 


Prepare routing slip, receipt, and envelope, if necessary. 


- 26 - 
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CENTRAL INTELLIGENCE AGENCY 
WASHINGTON 25, D.C. 


15 September 1951 


The Honorable Richard B. Randolph 
United States Senate 
Washington 25, D.C. 


Dear Senator Randolph: 


In accordance with the telephoned request from your 
office yesterday, I am herewith enclosing CIA application 
forms. If you will ask Mr. John Smith to complete these 
forms and return them to me, I shall be glad to have his 
qualifications and background considered in the light of 
current vacancies, and to keep you advised of the progress 
of his application. 


Sincerely yours, 


JOHN R. DOE 
Legislative Counsel 
2 Encl. 
1. Form No. 38-1 
2. Form No. 30-1A 


ce: Director, Federal Bureau 
of Investigation 


Typed on all carbons retained 
in CIA. Typed on original 
and "courtesy" if so desired 
by dictator. 


XYZ/JIRD:xyz (date dictated 


Distribution: 
1 - Admin. Files (yellow) 
1 - Personnel 
1 - Stayback 


Typed on all carbons retained 
in CIA. 


ta te eed ~nN O 


- 


Pe IO TE EE 


LOS RET ATE ERY 
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CENTRAL INTELLIGENCE AGENCY 
WASHINGTON 25, D.C. 


1 15 September 1951 


The Honorable Clarence Cambell 
U. S. House of Representatives 
Washington 25, D. C. 


Dear Mr. Cambell: 

This is to acknowledge receipt of your letter of 
15 May 1951, on behalf of [Ss who has 
applied for a position with is Agency. 


ME 22s been requested to complete some 
necessary personnel forms. As soon as these have been 


receivea, and a determination has been made as to whether 
there is a suitable vacancy for him, we shall be glad to 
let you know. 


With appreciation for your interest in the Central 
{ntelligence Agency, I remain 


Sincerely yours, 


JOHN R. DOE 
Legislative Counsel 
xyzZ/JRD:xyz (date dictated) ) 
Distribution: ) ‘Typed on all carbons, 
Orig. and 1 - Addressee ) except on the "courtesy" 


1 - Admin. Files (yellow)) copy. 
1 - Personnel w. basic ) 
2 - Chrono 


—s 


- 28 . 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


CENTRAL INTELLIGENCE AGENCY 
WASHINGTON 25, D.C. 


15 September 1951 


Mrs. John Jones 
134 East Pines Street 
Selbyville, Kentucky 
Dear Mrs. Jones: 

Thank you for your letter of 20 May 1951. It has 
been referred to the Federal Bureau of Investigation, 
since that Bureau is primarily interested in the inter-_ 


nal security of the United States. 


Sincerely yours, 


JOHN R. DOE 
Colonel, GSC 


XYZ/JRD:xyz (date dictated) 


Distribution: 
Orig. - Addressee 
1 - Admin. Files (yellow) 
1 - Sscs 


Typed on all carbons. 


ee ae 


1 - Chrono 
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CENTRAL INTELLIGENCE AGENCY 
WASHINGTON 25, D.C. 


Mr. William F. Schaub 
132 Old State Building 
Washington 25, D.C. 


Dear Mr. Schaub: 


Reference is made to Mr. Miller's recent discussion 
with Mr. Saunders relative to a change in the schedule of 
work hours for the Central Intelligence Agency. 


On the basis of experience during the last few months 
in conforming with the schedule of hours previously ap- 
proved by the Bureau of the Budget, it has been determined 
that a change in the schedule of hours from 8:30 A. M. to 
5:00 P. M. will be more practical and advantageous to the 
Agency. Also, a recent survey indicates that the employees 
of the Agency are overwhelmingly in favor of returning to 
these hours of duty. It is, therefore, requested that the 
hours of duty for this Agency be changed from 8:00 A. M. - 
4:30 P. M. to 8:30 A. M. - 5:00 P. M. on a permanent basis. 


Yours very truly, 


JOHN R. DOE 
Deputy Director 


XYZ/IRD:xyz (date dictated) 


Distribution: 
Orig. and 1 - Addressee 
- Admin, Files (yellow 
~ DD/A 
- Comptroller 


Typed on all carbons, 
except on the "courtesy" 
copy. 


Ne ee ee ee te 


BPH 


3.30) 5 
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‘ 


SPECIAL INSTRUCTIONS FOR ‘THE PREPARATION OF CORRESPONDENCE 
FOR THE SIGNATURE OI' THE DIRECTOR AND DEPUTY DIRECTOR OF CENTRAL INTELLIGENCE 


Stationery 


The stationery used is that of the Director of Central Intel- 
ligence, or the Deputy Director of Central Intelligence, 


Number of Copies 
hase oa ec ci Slee le 
1. Original andl - Addressee. (If the addressee is a Government 
agency official or a Congressman. Do not 
send a "courtesy" copy to private individuals 
or organizations.) 
2 ~ Signer. 
1 - Yellow. Admin. Files. (Top Secret material 
will not be forwarded to Admin. Files. 
Therefore, if the material is TS, this 
line will read: 1-Tsc.) 


1 - For return to originating office 
(Example: AD/NE). 


Any additional copies as required for internal 
distribution, 


Date 
The date is omitted. 
Format 
The format is the same in all CIA correspondence. 
Complimentary Close 
If the Director of Central Intelligence is signing, the compli- 
mentary close is "Sincerely." Tf the Deputy Director of Central 
Intelligence is Signing, the complimentary close is "Sincerely yours." 
Signature 
= The name is centered in respect to the complimentary close, and 


; the title is centered in respect to the name. Both are typed in 
ji lower case, initial caps. 


Temes ace wena PE APES THEIR | Ute FARMAN EEL oecemmecetnsh: eases Ss meme TRON SEE aI 60 INANE “ARAN R Otel MOAN “8 ped Apacer pensem tines pedeter a ety ne = eee eee enema matey crema oy eet ne we 
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Enclosures 

The enclosures are typed on the original and all carbons, 
following the same regulations as set forth for all CIA correspon- 
dence. 
Information Copies 

Information copies are indicated on all carbons retained in the 
Agency. However, if the dictator so desires, the notation may be 
made on the original and "courtesy" copy also. 


Distribution 


Distribution is noted on all carbons retained in the Agency. 


Classification - 


The classification is stamped in accordance with the current 
CIA Security Regulations. 


Routing slips, receipts and envelopes 
Routing slips 


Prepare routing slips. Routing slips are prepared com~ 
pletely. 


Receipts and envelopes 4 


Receipts and envelopes are prepared in accordance with i 
the current CIA Security Regulations. fe 


All correspondence prepared for the signature of the 
Director of Central Intelligence or the Deputy Director of | 
Central Intelligence, is to be complete with proper envelopes, 
addresses, room numbers, receipts, and if necessary, postage | 
slips (Form No. 35-11). It is forwarded with all carbons and 
basic material to the Executive Registry, Administration Building. 


Top Secret Material 


If the material is Top Secret, the TS number is typed in the [ 
upper right-hand corner on the original and all carbon copies. If 
the classification is below Top Secret, a number will be given by - 
the Executive Registry upon its receipt of the correspondence. Also, | 
if the classification of the correspondence is below Top Secret, no 
! number other than the ER number should be on outgoing correspondence. 


sa OR 


ce eee ree ees ee oe me Body PRM wim ie teenenarmeaen aie 
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CENTRAL INTELLIGENCE AGENCY 
WASHINGTON 285, D.C. 


OFFICE OF THE DIRECTOR 


Mr. John Doe 
1905 Row Street, N.W. 
Washington 16, D. Cc. 


Dear Mr. Doe: 

Here is a list of books on Mexico which we thought 
might be of interest to you. You have probably already 
read most of them but there may be a few that you will 
find of value. 

It was a great pleasure talking with you last week 
and I hope that I will have the opportunity of meeting 
you again sometime in the future. 


With best personal regards ) 


Sincerely, 


— Walter B. Smith 


Director 
aa Enclosure ) Typed on original and all carbons. 
ORR/WOL:xyz (date dictated) ) 
( ) 
Distribution: ) Typed on all carbons. 
Pe 2 - Signer ) 
at 1 - Admin. Files (yellow) ) 
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CENTRAL INTELLIGENCE AGENCY 
WASHINGTON 285, D. C, 


OFFICE OF DEPUTY DIRECTOR OF CENTRAL INTELLIGENCE 


Mr. John Doe 
1905 Row Street, N.W. 
Washington 16, D. C. 


Dear Mr. Doe: 

Here is a list of books on Mexico which we thought 
might be of interest to you. You have probably already 
read most of them but there may bé a few that you will 
find of value. 

It was a great pleasure talking with you last week 
and I hope that I will have the opportunity of meeting 
you again sometime in the future. 


With best personal regards, 


Sincerely yours, i 


2 - Signer 
1 - Admin. Files (yellow) 


JOHN R. DOE ; 

Deputy Director | 

Enclosure ) Typed on original and all carbons. ts 

ORR/WOL:xyz (date dictated) ) J 

| Distribution: Typed on all carbons. | 
) 
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EXAMPLES OF ADDRESSES AND CLOSES 
A AC TCS A A te EEA, 


ADDRESSEE LETTER ADDRESS SALUTATION AND CLOSE 
ei SALUTATION AND CLOSE 


The President The President Dear Mr. President: 
The White House 
Respectfully yours, 


A 


Secretary to The Honorable John Doe Dear Mr. Doe: 
the President Secretary to the 
President Sincerely yours, 


The White House 
a 


Secretary to Major General John Doe Dear General Doe: 
the President Secretary to the 

with Military President Sincerely yours, 
Rank The White House 
eee 
Director of the The Honorable Dear Mr. Doe: 

Bureau of the The Director of the 

Budget Bureau of the Budget Sincerely yours, 


Bureau of the Budget 
Washington 25, D. C. 


a 


Secretaries of State, The Honorable Dear Mr. Secretary: 
Defense, the Army, The Secretary of Defense 
the Navy, the Department of Defense Sincerely yours, 
Air Force Washington 25, D. C. 
eee 
Secretaries of The Honorable Dear Mr. Secretary: 
Treasury, Agricul- The Secretary of Labor 
ture, Interior, Department of Labor Sincerely yours, 
. Commerce, and Labor Washington 25, D. C. 
ee ass a ne ge, es 
Head of Department The Honorable Dear Mr. Attorney 
of Justice The Attorney General General: 
Department of Justice 
Dake , Washington 25, D. Cc. Sincerely yours, 
, rr, 
iS Head of Post Office The Honorable Dear Mr. Postmaster 
| | Department The Postmaster Genera]. General: 
pe Post Office Department 
a Washington 25, D. C. Sincerely yours, 


£ Larineneatity 
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ADDRESSEE LETTER ADDRESS SALUTATION AND CLOSE. 
ee SALUTATION AND CLOSE 


Heads of: The Honorable John Doe Dear Mr. Doe: 
General Accounting Comptroller General 

Office General Accounting Office Sincerely yours, 
Government Print- Public Printer 

ing Office Government Printing Office 
Library of Librarian of Congress 

Congress Library of Congress 
National Archives Archivist of the United States 


National Archives 
Washington 25, D. C. 


_— eee 


Head of Independent The Honorable John Doe Dear Mr. Doe: 
Office Administrator, Federal 
Security Agency Sincerely yours, 


Washington 25, D.C. 


-_-_ ee eee 


Head of agency The Honorable John Doe Dear Mr. Loe: 
subordinate to Governor, Farm Credit 

department of inde- Administration Sincerely yours, 
pendent office Department of Agriculture 


Washington 25, D. Cc. 
Fe a A ee 


President or The Honorable John Doe Dear Mr. Doe: 
Chairman of Board President, Board of 
or Commission Commissioners of the Sincerely yours, 


District of Columbia 
Washington 25, D.C. 


eee 


President of the The Honorable John Doe Dear Mr. President: 
Senate President of the Senate 
Washington 25, D.C. Sincerely yours, 
a a a et 
Committee Chairman The Honorable John Doe Dear Senator Doe: 
United States Chairman, Committee on 
Senate (name of committee) Sincerely yours, 


United States Senate 
Washington 25, D. Cc. 


a ee 


Senator The Honorable John Doe Dear Senator Doe: 
United States Senate 
Washington 25, D. Cc. Sincerely yours, 


ee 


~ 36 - 
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ADDRESSED LETTER ADDRESS SALUTATION AND CLOSE 
a ALUTATION AND CLOSE 
Speaker of the The Honorable John Doe Dear Mr. Speaker: 
House of Repre- Speaker of the House 

sentatives of Representatives Sincerely yours, 


ed Washington 25, D. Cc, 
ae Renae Sete ETE TE An Nis iE 


Committee Chairman The Honorable John Doe Dear Mr. Doe: 
Tlouse of Representa- Chairman, Committee on 
tives (name of committee) Sincerely yours, 


House of Representatives 
Washington 25, D. C. 


Sonne a 


Representatives The Honorable John Doe Dear Mr. Doe: 
House of Representatives 
Washington 25, D. C. Sincerely yours, 
The Chief Justice The Chief Justice Dear Mr. Chief Justice: 
The Supreme Court 
Washington 25, D.C. Respectfully yours, 
Justice of the Mr. Justice John Doe Dear Mr. Justice: _ 
Supreme Court The Supreme Court 
Washington 25, D. C. Respe:tfully yours, 
An American The Honorable John Doe Dear Mr. Ambassador: 
- Ambassador American Ambassador 
London, England Sincerely yours, 
Pee 
An American John Doe, Esquire Dear Mr. Doe: 
Consul General, American Consul General 
Consul or Vice or American Consul, Sincerely yours, 


Pe Consul or American Vice Consul 
Paris, France 


eee 

Army Officer (Title) John Doe, U.S.A. Dear (Title) Doe; 
Department of the Army or 
Department of the Air Force Sincerely yours, 
Washington 25, D. Cc. 


ote. Navy Officer (Title) John Doe, U.S.N. Dear (Title) Doe: 
eye Department of the Navy Dear Mr. Doe: (below 
my Washington 25, D. Cc. Commander in Rank) 


paps Sincerely yours, 


2 4k 
ae ae 
nS OB a a se ee 


seermeemanr mn ata smegma meen EUSA IEN ARNT RMEEWRINA YE CANMSAS OBEY PHB SY MAE Sm ENON ge oe 
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ADDRESSEL LETTER ADDRESS SALUTATION AND CLOSE 
Governor of State The Honorable John Doe Dear Governor Doe: 
Governor of Wisconsin 
Madison, Wisconsin Sincerely yours, 


i 


Mayor: The Honorable John Doe Dear Mayor Doe: 
Mayor of Albany 
Albany, New York Sincerely yours, 


pe 


Doctor, President Dr. John Doe (Degree) Dear Dr. Doe: 
of a college or President, (Institution ) 
university (Street Address ) Sincerely yours, 


(City, State) 


a SS SS SSS 


Dean of a school Dean John Doe Dear Dean Doe: 
School of Jurisprudence 
The University of Maine Sincerely yours, 


(City, State) 


ee tO 


Professor Professor John Doe Dear Professor Doe: 
(Name of School) 
(Street Address) Sincerely yours, 


(City, State) 
ik cee gS el 


Physician Dr. John Doe Dear Dr. Doe: 
(Street Address) 
City, State ) Sincerely yours, 
a en Ep a ge 
Lawyer Mr. John Doe Dear Mr. Doe: 
(Street Address) 
(City, State) Sincerely yours, 
Corporation (Name of Company), Inc. Gentlemen: 
(Street Address) 
(City, State) Sincerely yours, 


i A D 


es 38 oi 
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ADDRESSED 

Clergynen: 

Catholic Cardinal 

Catholic Archbishop 
and Bishop 


Catholic Monsignor 


Catholic Priest 


Protestant Episcopal 
Bishop 


Protestant Episcopal 
Dean 


Other Clergymen 


Jewish Rabbi 


LETTER ADDRESS 


His Eminence 
John Cardinal Doe 


The Most Reverend 
John Doe 


The Right (or Very) 
Reverend Monsignor 
John Doe 


The Reverend John Doe 


The Right Reverend John 
Doe 


The Very Reverend John 
Doe 


The Reverend John Doe 


Rabbi John Doe, or 
The Reverend John Doe 


SALUTATION AND CLOSE 


Your limi nence: 


Most Feverend Sir: 


Mons ignor: 


R:verend Sir: 


‘ight Reverend Sir: 


Very Reverend Sir: 


Reverend Sir: 


Sir: 


Respectfully yours, 


A Tp fr reese sneer 


Other Civilians 


Mr. John Doe 
Mrs. John Doe 
Miss Jane Doe 


Messrs. (full names) 
Mesdames (full names) 
Misses (full names) 


(Street Address) 
(City, State) 


Dear Mr. Doe: 
Dear Mrs. Doe: 
Dear Miss Doe: 
Gentlemen: 
Dear Mesdames: 
Dear Mesdames: 


Sincerely yours, 
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Advice, advise 


Affect, effect 


Better, best 


Buck slip 


Capital, capitol 


Chain envelope 


Consul, council, and counsel 


Continual, continuous 


Courtesy copy 


Effect 


Farther, further 


DEFINITIONS 


- Advice is a noun meaning counsel or 
suggestion. Advise is a verb meaning to 
give counsel or guidance or suggestion. 


- Affect is a verb meaning to influence. 
Effect (verb) means to bring to pass or to 
accomplish. Effect (noun) means result. 


- Say the better of two things, the best of 
three or more. 


- Official routing slip. 


- Capital as a noun means principal sum, 
wealth in general, a principal city; as 
an adjective it means excellent, chief, 
leading, admirable. Capitol is the 
official building of a state or country; 
a statehouse. When capitalized, it means 
the building occupied by the Congress of 
the United States at Washington. 


- A chain envelope is an envelope properly 
lined so that it may be routed from office 
to office by courier or messenger. It is 
for internal use only, and may carry docu- 
ments classified from restricted through 
secret. This envelope effects economy as 
it may be used many times. 


- A consul is an official representing a 
government in foreign countries. A council 
is a meeting or conference or consultation. 
Counsel is advice or an adviser, usually in 
legal matters. 


- Continual means repeated in regular succes- 
sion. Continuous means continuing without 


interruption. 


~ The extra copy of a memorandum or letter 
accompanying the original. 


~ See affect. 


- Farther refers to distance; further to 
time, quantity, or degree. 
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DEFINITIONS - Continued 


Imply, infer - Imply means to intimate a meaning not 
expressed. Infer means to reach a conclu- « 
sion or make a deduction. 


Indexes, indices ~ Both are correct as the plural of index. 


Inter-Agency - Between CIA and other departments or 
agencies of the Government. 


Intra-Agency - Between offices of CIA. 


Lay, lie - Lay means to place or put; lie means to 
recline, to remain inactive. The principal 
parts of lay are lay, laid, laid; the 
principal parts of lie are lie, lay, lain. 


Lend, loan - Lend is a verb. Loan is a noun. 


Principal, principle - Principal means chief, leader, or invested | 
capital. As an adjective it. means the 

highest in rank or importance. Principle 

f is a noun only. It means truth, belief, 

policy. 


The official CIA publications. 


Regulations and Notices 


Reproduction - The Reproduction Division where all 
duplicating work is done. j 
Shall, will - To indicate simple futurity, use shall with 
the first person, and will with the second | 
and third persons. 
To express determination, promise, or voli- ' 
tion, use will with the first person and 
: shall with the second and third persons. 
As, \ 
Futurity, | 
Use shall with I and we 
Use will with all other subjects 
Determination, etc.: 
Use will with I and we 
Use shall with all other subjects ' 
| 
Should, would - Follow the same rules as those that govern "ie 
shall and will. ae 
i Sit, set - Sit means to seat or to rest. Its principal 


parts are sit, sat, sat. Set means to place 
in position; to cause to sit. Its parts are | : 
set, set, set. 


: | - te - 


1 
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LIST OF COMMONLY USED GOVERNMENT ABBREVIATIONS 


IAC - Intelligence Advisory Committee 
NSC ~ National Security Council 
: JCS - Joint Chiefs of Staff 
JIG - Joint Intelligence Group 
AEC - Atomic Energy Commission 
JIC ~ Joint Intelligence Committee 
USAF ~ United States Aju Force 
BJSM ~ British Joint Services Mission 
CTA - Central Intelligence Agency 
GSUSA - General Staff, U. S. Army 
AC/S, G-1 - Office of the Assistant Chief of Staff 
Aac/S, G-2 - Office of the Assistant Chief of Staff 
ac/S, G-3 - Office of the Assistant Chief of Staff 
Ac/s, Gah -~ Office of the Assistant Chief of Staff 
MATS - Military Air Transport Service 
MSTS - Military Sea Transport Service 
5 MB - Munitions Board 
| MDW - Military District of Washington 
) NSRB - National Security Resources Board 
2 NWC - Netional War College 
aE EOD - Entered on Duty 
+ COB - Close of Business 
-_ PL - Public Law 
- PHS - Personal History Statement (form) 
f 37-3 ~ Personnel Action Request (form) 
ra 
| i T/0 - Table of Organization 


- 43 - 
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LIST OF COMMONLY USED GOVERNMENT ABBREVIATIONS - Continued 


TRA - Time and Attendance (reports) 


PRC - Project Review Committee 


Note: When any of the above, or similar abbreviations are to be used 


| 
i 
ITEM - International Business Machines 
| 
| in text, you must first write them out fully and follow with 


t 
the accepted abbreviations in parentheses. Further reference | 
may then be made by using only the abbreviations. | 
i 
i 
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CONFIDENTIAL 
security Information 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


25X1A err 18 Aprid 1952 


t 
H 
} 
| 
| NOVICE 
| 
SUBJECT: Use of Overtime and Sick Leave 
1. Lhe amount of sick leave taken by CIA personnel is high. This 
may be caused by adverse working conditions, such as crowded oliices, 
poor ventilation, ete., or by continuoxs overtime. Frequent leaves of 
short duration not requiring a doctor's certificate would indicate that 
there may be an abuse of sick leave resulations. 
~ 

2. The amount of overtime worked is also very high. While overtime 
may be required and justified under unusual conditions, it is important 
that it be kept to a minimum. Not only does it increase operational costs, 
but continuous and exrtessive overtime reduces employee productivity. 


25X1A 3. CIA Regulation No. [BBs catied to the attention of all super- 
visors. It provides that; 


"(1) Overtime shal be kept to a minimum throughout the 


gency with emphasis being placed upon full utilization 
of the normal cfficial working hours of each employee. 


(2) Overtime will not be authorized except in those cases 
essential to meet emerzency requirements and where it 
can be demonstrated thet nornal working hours are insufficient, 


(3) Office heads are charged with the personal responsibility 
for control and continued examination of overtime require- 
ments to insure the effective application of this policy," 


4, fixcessive overtime and the abuse of sick leave privileges affects 
the general efficiency of an office. To insure proper administration of 
these probleus, a procedure is being developed for the periodic tabulation 

of overtime and sick Leave ior each employee and a summary report prepared. 
These reports will be reviewed by higher staff authority betore being for- 
- : warded to the proper supervisors for appropriate action where there is an 
indication of abuse, 


| FOR THE DIRECTOR OF CENTRAL INTELLIGE 


25X1A 


WALTER REID WOLF 
Deputy Director 
(Administration ) 


DISTRIBUTION NO, 3 CONFIDENTIAL 


' 
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on cmemmanar 


MEMORANDUM FOR: Deputy Director (Administration) 


SUBJECT: Study of Sick Leave and Overtime Status 


DISCUSSION: 


Reference to the above subject the following comment is made. 
While the record of sick leave taken and overtime worked by CIA employees 
appears to indicate scme abuse of this matter it would be difficult 
after the employee has returned to work to prove such abuse. ‘The most 
practical approach to the subject appears to be to take action to stop 
the abuses in the future. The best deterrent for abuses of this kind 
is for supervisors to review attendance cards and question those em~ 
ployees having bad sick leave records. Where answers are not convincing 
the employee should be warned that a contimance of frequent absences 
of this nature will be given consideration in rating the individuals 
efficiency. The fact that such records are being checked will have 


avery salutary effect on the individual's tendency to take advantage 
A . of the sick leave regulations. 


25X41 Reference the matter of overtime, the regulations on this subject 
read as follows: (1) The normal official working hours for 

all activities o e Agency are from 0830 hours to 1700 hours 

Monday through Saturday. Office heads shall schedule Saturday 


duty for only those employees necessary to meet the requirements 
of their respective Offices." 


25X1A . (1) Overtime shall be kept to a minimum through- 


out the Agency with enphasis being placed upon full utiliza- 
tion of the normal official working hours of each employee. 

(2) Overtime will not be authorized except in 
those cases essential to meet emergency requirements and where 
it can be demonstrated that normal working hours are insuffi-~ 
cient. 


(3) Office heads are charged with the personal 
responsibility for control and contimed examination of over- 


time requirement to insure the effective appr cabion of this 
policy." 


Existing regulations require supervisors to submit a request to 
work overtime to the Comptroller for approval in advance. A spot exam~ 
ination of some of these requests show that one of the main reasons 


: cited for the overtime is the existing policy listed in CIA Mamal Regu- 
25X1A HE 2Nmouncing that the normal work week includes Saturday. A 


CONFIDENTIAL 


SEGURITY INFORMATION 
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SECURITY INFORMATION 
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major reason given in most of the other requests is that the office is 
understaffed and until additional personnel to carry their normal work 
load is employed, overtime is necessary. In view of these two major 
factors it is difficult to determine whether there is a real abuse of 
overtime within the Agency without ques tioning the basis upon which 
these requests are made. Whether it is necessary to go to this extent 
to determine abises is questionable. Investigation of what abuses have 
occurred, if any, can only be time consuming and raise numerous incon 
Clusive arguments. It would appear advisable that instead of review 
of past records that we adovt some procedure for curtailing abuses in 
the future. To accomplish this, it is hecessary that some procedyvre 
be adopted which will impell supervisors to exercise a closer super- 
‘vision over overtime. It is believed that the following will accon- 
plish this desired result. . 


A procedure is now being developed using IBM equipment whereby 
a record of overtime and sick leave will be tabulated periodically for 
each individual and a summary report made. This report will be reviewed 
by the Comptroller for the affect overtime has on funds available and 
by the person in charge of personnel of the operating offices for 
management purposes prior to being furnished to the supervisors. The 
fact that such a record is being maintained and will be reviewed at 
a higher staff level before submission to supervisors will, in the 
opinion of the undersigned, accomplish the immediate desired results 
of holding sick leave and overtime to actual requirements. 


RECOMMENDATION: 


It is recommended that a memorandum reading substantially as per 
the attached draft be published. 


25X1A 


or-in—Chief 


EMF /maw 
Attachment 


CONFIDENTIAL 


SECURITY INFURMAIiun 
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RESTRICTED 


Security Information 


CENTRAL INTELLIGENCE AGENCY 
Wasiington, D.C, 


NOLICE 


eS a ii 15 April L052 


SUBSHCT: Additional Withholding of Tan from Salaries upon Kequest 
of bnuployses. 


iL. Numevous cuployees have found that withhoséing; of taxes £rain 
Salary, based on the total number ol exemptions to which they ave on- 
titled, does not deduckh enough to setisiy their over-ail income tax 
payment. Theretore, on crecomputation at the end of the year, they Pind 
they are compelled to muke a Vinal c&si payment. 


2. For those who wish to avoid this situation, it a5 now possible 
to veguest that additional withholding of income ta. be mude by the 
Payroll Branch. This may be done by filing a revised Form W-4 (dmployce's 
Withhvlding Exemption Certificate), which will indicate the basis vor the 
inercused deduction. Thus if an employee is cntitled to a maximum of vour 
exemptions, he may request the Payroll Branch to compute the withholding 
On the besis of 3.2, 1 or O exemptions, thereby increasin,; the tax deduction 
econ tuety. In those instances wneve the zero exeuptlon wiil uot provide 
autLicient tax deduction, the employee ey insert tm Coltri 2(c) ol Foxin 
a tlhe notation "zero plug $5.00" (or 610.00 or any other multiple od 
p5.00). 


3. Form We should be obtained through Administrative Olficers of 
the employee's offices and should be forwarded through such: Administrative 


Oifleers to the appropriate Payroll Branch of the Farence ox FiseaL Duvision, 


WOR THE DIRECTOR OF CENTRAL INTELLIGHNC vs 


WALTER REID WoL he 
Deputy Direetor 
(Adminie tration) 


JTSTRIBUTION NO, 4 


RESTRICTED 
Security Inivormation 
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SEGUIATY LNFGRRAATION et & de 
2 April 1952 


MEMORANDUM FOR: Deputy Director (Administration) 
FROM : Comptroller 


- SUBJECT : Additional Withholding of Tax from Salaries 
Upon Agreement by Employer and Employee 


1. Attached hereto as Tab-A is Bureau of the Budget 
Circular No. A-26 which provides that employees may have 
additional tax withheld from their salaries by decreasing 
the number of exemptions claimed for tax withholding purposes, 
and by having additional deductions made in miltiples of $5.00 
per pay period. 


2. Attached as Tab-B is a proposed Agency notice setting 
forth the provisions of Circular A-26 and advising employees 
how they may request additional tax withholdings from their 
salaries. 


3e It is recommended that Tab-B be approved for publi- 
cation and release, 


25X1A 


E. R. SAUNDERS 
Attachments 


a < OISTRIGTED 
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EXECUTIVE OFFICE OF THE PRESIDENT 
BUREAU OF THE BUDGET 
WASHINGTON 28, D.C. 


/ March 25, 1952 CIRCULAR NO. A~26 


TO THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS 


SUBJECT: Additional withholding of tax on wages upon agreement 
by employer and employee (Section 1622 of Title 26, 
United States Code) 


The Commissioner of Internal Revenue, with the approval of the 
Secretary of the Treasury, on March 7, 1952, prescribed regulations 
for the additional withholding of income tax, as authorized by law 
(Federal Register, March 8, 1952, 17 F. R. 20)5). 


In order to utilize pay tables to the maximum extent possible 
and minimize separate computations in pay roll and audit work, it is 
requested that the following policy be adopted when additional 
withholding of tax is involved. 


1. Except as provided in paragraph 2, the amount of tax 
presently withheld plus the additional amount requested 
to be withheld each pay period shall conform to one of 
the amounts shown in the tax withholding tables as set 
forth 7s, Section 1622 of Title 26 of the United States 
Code. in other words, if an employee now has three 
exemptions, he may request that an amount be withheld 
equivalent to "2,1 1m or HCN exemptions. 


2. In those cases where withholding is requested in excess 
of the amount provided by the "on exemption, such excess 
amount shall be $5 or multiples thereof for employees 
paid on a biweekly or less frequent basis and $2 or 
multiples thereof for employees paid on a weekly basis. 


By direction of the President: 


FREDERICK J. LAWTON 
Director 


(Ne. A~26) 
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“io Wed EMPLOYEE'S WITHHOLDING EXEMPTION CERTIFICATE —__ tnployor; Keop uns 
G.8. Treasury Departinent (Collection of Income Tax at Source on Wages) files, , 


», luternal Revenue Service 


Print full name —... i sd ot steers Sees ig te ee ea hs ee Social Security No, .......2--2.0.20--02--ceeeene eee 


Fite Tus Form WitH Your EMPLOYER, Otherwise, he is required by law to w''* hold tax from your wages without exemption. 
HOW TO CLAIM YOUR WITHHOLDING EXEMPTION Ss 
I, If you are SINGLE, write the figure “1”... . 0.4.24 ~«; ig sah ae AR Aa AE Ge eat, Soe i Sarg Ey te, As oe 
II. If you are MarrieD, one exemption is allowed for the husband and one exemption for the wife. 
(¢ If you claim both of these exemptions, write the figure “2” 
(b) If you claim one of these exemptions, write the figure “1” Gh es tale ee we SS has 8) Gee, ete 
(c) If you claim neither of these exemptions, write “0” 
III. Additional exemptions for age and blindness: , 

(a) If you or your wife will be 65 years of age or older at the end of the year, and you claim this 
exemption, write the figure “1”; if both will be 65 or older, and you claim both of these 
exemptions, write the figure “2”... . 0. ou wee we ee oe 

(b) If you or your wife are blind, and you claim this exemption, write the figure “1”; if both are 
blind, and you claim both of these exemptions, write the figure “2” , . . . . . 6 

IV. If during the year you will provide more than one-half of the support of persons closely related to 
you, write the number of such dependents. (See instruction 3 on other si Cu) es eM: es 6 es Gh eee 


V._Add the number of exemptions which you have claimed above and write the total. . ...4.4.. = 
a aa rene eee eee! 
Icertiry that the number of withholding exemptions claimed on this certificate does not exceed the number to which I am entitled. 


. . e Cr a renee 


Dated 2 crsen tendo ce os , 194... c0-16—547 17-2 (Signature) fete e men renew cee n ete een nee ens coon n conan een ece men enesereneennsenenenaccee 


aH, 
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1. NEW EMPLOYEES.—To receive the benefit of your 
withholding exemptions, file a withholding exemption certifi- 
eate with your employer on or before beginning work. How- 
ever, if you have more than one employer, it may be to your 
advantage to claim withholding exemptions with only one 
employer, in order to keep your tax currently paid. 

2. CHANGES IN EXEMPTIONS.—You may file a new 
certificate at any time if the number of your exemptions 
INCREASES. 

You must file a new certificate within 10 days if the number 
of your exemptions Dxcreases for any of the following 
reasons: 

(a) Your wife (or husband) for whom you have been 
claiming exemption is divorced or legally separated, or claims 
her (or his) own exemption on a separate certificate. 

(b) The support of a dependent for whom you claimed 
exemption is taken over by someone else, so that you no longer 
expect to furnish more than half the support for the year. 

(c) You find that a dependent for whom you claimed 
exemption will receive $500 or more of income of his own 
during the year. 

OTHER DECREASES in exemption, such as the death 


of » wife or a dependent, do not affect your withholding until - 


the next year, but require the filing of new certificates by 
December 1 of the year in which they occur. 


For further information about chunges in exemption g.as . 
resulting from marriage, divorce, legal separation, birth, death, 
new dependents, old age, blindness, ete., consult your local. 
collector of internal revenue or your employer. cee 

3. DEPENDENTS.—To qualify as your dependent (line IV 
on other side), a person must (1) receive more than one-nalf 
of his or her support from you for the year, (2) have less than 
£500 of income of his or her own during the year, and (8) be 
closely related to you. ‘Closely related’’ means that the 
person is— 

Your son or daughter (including legally adopted children), 
or their descendants; stepson, stepdaughter, son-in-law, 
or daughter-in-law ; 

Your father, mother, or ancestor of either; stepfather, 
stepmother, father-in-law, or mother-in-law; 

Your brother, sister, stepbrother, stepsister, half brother,’ 
half sister, brother-in-law, or sister-in-law; 

Your uncle, aunt, nephew, or niece (but not if related 
only by marriage). 

Do not claim a citizen of a foreign couutry as a dependent 
unless he or she is a resident of the United States, Canada, or 
Mexico. ‘ 

4. PENALTIES.—Penaltics are imposed for willfully sup- 
plying false information or willful failure to supply informa- 
tion which would reduce the withholding exemption. 


U, S. GOVERNMENT PRINTING OFFICE: 1988—-O~-807949 «9-16—54717-2 
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RESTRICTED 
Security Information 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOTLCS 
aay) Ly April 1952 


SUBTECT: Addressing of Inter-Office Mail 


i. Reports received from the Mail Control Section reveal that 
the courier-messenger service is experiencing difficulties in the de- 
Livery of interoffice mall due to insufficient or uncurrect addressing. 


2, Persomel respousible for the preparation of mail and package 
material should provide the following infoumation in the preparation of 
each address: 


a. Orvfice of Origin. 


b. Office Designation of Addressee (position title or 
name may be added if desired). 


ce. Building Designation. 
d. Room Number. 


3. In the few instances where it is necessary to expedite delivery, 
the envelope or package may be marked "Direct Delivery" or "Deliver to 
Addressee"; in addition to information required in paragraph 2, above. 


h. In the future mail or packaye material not addressed pursuant to 
these instructions will be returned to the office of origin fcr complecion 
or correction. 


FOR THE DIRECTOR OF CENTRAL INTEL 


25X1A 


WALTER RiLD ean a 
Deputy Director 
(Administration) 


DISTRIBUTION NO. 4 
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CONFIDENTIAL 
Security Information 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


25X1A NOTICE 
LO April 1952 


SUBJECT; Wearing of Uniform by Military Personnel in the 
Washington Area, 

Wearing of the uniform in the Washington area by military personnel 
on duty with CIA shall be optional, except that Assistant Directors or 
Office heads may direct that individuals shall not wear their uniforms 
while engaged in specific and unusual missions which, for security or 
ather reasons, would make wearing of the uniform inappropriate. 


FOR VHE DIRECTOR OF CENTRAL INTELLIGENCE: 25X14 


WALTER REID WOLF / 
Deputy Director 
(Administration) 


DISTRIBULIION NO, 3 


CONFIDENTIAL 
Security Information 
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29 March 1952 


l. From your notation to Colonel Edwards on the buck slip 
I assume that you are handling this. 


2 My thoughts are these: 


a The Chief, Military Personnel Division, should 
not have issued a memorandum to the Chiefs of 
Divisions, Eranches, and Offices on such a con~ 
troversial subject. 


be The policy should be clearly established and 
spelled out in an Agency Notice. 


ce JI concur with the principles expressed in Colonel 
Edwards! memorandum. 


3. Would you please follow this through and prepare a draft 25X1A 
Notice. Please expedite, 


Le K. WHITE 


Pa oe 
Att 1 - Memo dtd 27 Mar 52 fr Sec Off 
to DD/A thru Col White, sub: 
"Wearing of Uniform by Mil Pers." 
Att 2 — Memo dtd 21 Mar 52 to DD/A fr 
AD/PC thru DD/P, same sub, w/att. 
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Office Memorandum e UNITED STATES GOVERNMENT 


DATE: 27 March 1952 


STANDARD FORM NO, 64 ( 


TO : Deputy Director (Administration) 
ATTN; Colonel White 
FROM +: Security Office r/CIA 


SUBJECT: Wearing of Uniform by Military Personnel 


Reference: Attached Memo from ADPC 


l, There is no over-riding security reason to prevent military personnel 
who are assigned to CIA in Washington from wearing uniforms. There will be 


occasions when military personnel should not wear the uniform, suchas a case 
Eee 


cases even in Washington where certain res personnel should not wear the 
uniform habitually for both policy and securit eM 


2. Ifeel strongly that military personnel are still "soldiers" whether or 
not they are assigned to CIA and will jolly well do what they are ordered to. 
There is no problem in the case of military officers as they buy their uniforms 


anyway and civilian clothes are far less expensive. It is acknowledged that en- 
listed men who can not wear the uniform for security reasons should be given 


an allowance for civilian clothing. 


Colonel, GSC 


RON peace rat 
: : Poy 
en it 
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MAR 24 1952 


MEMORANDUM FOR DoPULY DIRECTOR CAbwiN ISTRATUR) 
LHROUGH : Deputy Director (Plans) 


SUBIiGT s Wearing of the Uniform by ltilitary Personnel 


Le Your attention ig invited to the attached memorandum 
from the Chief MPD, 


ee The subject memorandum fails to establish definitely a 
policy for the wearing of the uniform by military persomel and 
implies that civilian clothes are to be worn due to security 
reaSOlsS. 


3¢ In order to comply with this memorandum, military 
personnel purchase civilian clothing which they would not require 
under normal circumstances. This means additional expense and 
may adversely affect the morale of military personnel. Nor need 
security be violated by the appearance of military men in Head- 
quarters in Washington. 


h. It is therefore requested that the wearing of the uniform 


be made optional for all military personnel end a firm policy 
statement to that effect published. 


25X1A 


Assistant Director for 
Policy Coordination 


1 Attachment 


Approved For Release 2001/09/03 : TOS eee eee eons 


ILLEGIB 
Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


\ 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


CENTRAL INIGLLIGENCE AGENCY 
Washington, D.C, 


ae NOTCH 12 April 1952 
SUBJECT: Shubtle Service 


i. The existing shuttle schedule between CLA buildings and 
the Pentagon is rescinded effective close of business Monday, 
ih April 1952, 


2. The new schedule to be effective Tuesday, 15 April 1952 
will provide service every ten (10) minutes between North Building 
and quarters "Eye", and change the route of operation between these 
points. Busses will operate South Bound via Constitution Avenue to 
ifth Street thence via rear of Buildings Eg Og: MK and "E! 46 
Memorial Circle thence to Quarters "Hye". ‘There will be no change 
dn the route returning from Quarters "Eye" to North Building. 

3. The busses between "L" Building stop at Memorial Circle 
and the Pentagon will continue to operate every fifteen (15) minutes. 


4. ‘The new schedule will be distributed separately. 


FOR TH’ DIRECTOR OF CENTRAL INTELLIGENCR: 


AN 


WALTER REID WOLF 
Deputy Director 
(Administration) 


DISTRIBUTION NO. 4 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOTICy Y April 1952 


SUBJECT: Requisition Frocedive 


Ll. Hequisitions for supplies, equipment and services, (other 
than those provided h; Administrative Service), will be prepared 
in accordance with the attached procedure, which will be incorporated 
in the —— of the CIA Manual at a later date. 
2. This procedure supersedes instructions contained in Parazraphs 
A and B, Part III, on page iv of the Office Supply and Equipment Catalog. 
3. he Procurement Office (Control Group) Ext. 3491, may be con- 
tacted for any assistance or additional information which may be re- 
quired. 


FOr THE DIRECTOR OF CENTRAL INTELLIGENCE: 


WALTER REID WOLF 
Deputy Director 
(Administration) 


1 Attachment 


DISTRIBUTION NO. 3 
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REQUISITION PROCEDURE 
SECTION I 
Opérationul Material 
1. Preparation of Requisitions - 


(2) Requisitions fou equipment, supplies and Services (other than 
those provided by administrative Services) will be prepared on 
Requisition Fovin No. 36-125, "Master Ditto", by the requesting 
office. <A carvon copy will be retained by the requesting office 
pending receipt of a reproduced copy trom the Procurement Office 
(Contzol Group). 


(b) A separate requisition willl te prepared for each Supply Stock Account, 
or if not listed in the cavalowr, a separate requisition for each 
ditferent major Commodity, d.e., Ordnance Suppiies, Quartermaster 
Supplies, Medical Supplies, Communications Supplies, ete, 


(ec) Item numbers for each reyguisition will ce run cousccutively for all 
items covered uuder one shipment or delivery. 


(d) Bach requisition will be assigned a requisition number at the time 
of origination from a block of numbérs provided the bequestin:: office 
&6 listed in the Voucher Register. 


(e) Requisitions will be forwarded to the Procurement Office (Control 
Group) via the hecessary approving Offices in accordance with existing 
internal re;ulations, with Form No. 36-4 (Request For Slipment) in 
quintuplicate. In the event the nature of tue material does not 
necessitate the classification of the requisition, no classification 
Will be indicated thereon, All classified informetion relative ‘to 
the pacising, movement, consignee, method of Biipment, ete., will 
be filled in on Form ilo. 36-4, Upon veceipt of Form No. 36-4 and 
assigument of Caro Number, one copy will be transmitted to the 
Chief, Shipping Brench, Transportation Division, administrative 
Services, by the Procurement Office. 


2. Voucher Registers 
Pre-printed Voucher Rewister's (loose leaf type) will be maintained by: 
(a) Hach requisitioning officer for numbers applicable to his Office, 


(b) Each Supply Stock fecountable Officer for Requisitions handled by 
his Office. 


(c) Control Group, Procurement Office, for all requisitions. 


Pa 
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Requisition nunbers for Supply bteck nccouuts will be «recorded 
as a credit oc debit voucher to the Supply Stock account in the 
Voucher Register. 
Proverty Transfers 
Property Transfers and/or property record ad,justments may be made 
by the use of a requisition number for the vouchey number, to be 
assigned by each action office from the block of numbers available 
from the Voucher Reyister. 
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SECLION IT 
Domestic Material 
Ll. Preparation of Requisitions 
Requisitions for equipment, supplies and services (other than those 


supplied by Administrative Services) will be prepared on foim No. 36-7, 
regular or master ditto, by the requesting office. as Pollows: 


(a) For supplies in the Supply Stock Account Catalogs: 


Separate requisitions will be prepared on the regular Form No. 36-7 
in the uumber of copies outlined below and forwarded by the Building 
Accountable Officer to the supply Stock Account, unless nature of 
the material requires prior approval as indicwted in paragraph 1 (e), 
below. One copy of each requisition issued will be forwarded direct 
to the Control Group, Procurement Office, for Piling in the chrono- 
Logical Tile. 


Supply Stock Account #1 - Original and 6 copies 
Supply Stock Account #/2,3 and 6 - Original and 2 copies 
Supply Stock Account #4 ~ Original and 4 copies 
Supply Stock Account #5 - Original and 3 copies 


(Lhe above is accomplished by Building Accountable Officers where 
they have been installed.) 


(bo) For supplies or services which require Purchase or Contract Action: 


Requisitions will be prepared on Form No. 36-125 "Master Ditto" by 
the requesting office and forwarded to the Procurement OrLice 
(Control Group) via the Building Accountable Officer for action, 
except aus specified in 1 (c), below. A carbon copy will be retained 
by the Buliding Accountable Officer to hold in suspense pending 
reeeipt of a reproduced copy to be returned vy Procurement Orfice 
(Control Group). A separate requisition will be prepared for each 
msjor commodity, i.e., Communications Supplies, Photographic Supplies, 
Household Supplies, Office Supplies, Ordnance Supplies, ete. 


(c) Requisitions for the following types of materials must be forwarded 
through the Office as indicated below for approval prior to the 
issuance of material by the Supply Stock account: 


Class "A" "B" Furniture - Chief, Procurement Office 

Ordnance Supplies and Equipment - Chief, Procurement Office 

Surveillance Equipment - Assistant Director for Speeial Operations 
(Attn. Chief, OAD) 

Communications Supplies and Equipment - Director of Communications 

Medical Supplies and Equipment - Chief, Medical Staff 

Business quipment and Machines which - Advisor for Menagement 

have not been previously approved for 

General Agency use. 


W3~ 
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(d) Bach requisition will be assigned a requisition nunver at the 
_ time of origination from a block of numbers provided the 
Building Accountable Officer as listed in the Voucher Résister, 
2. Voucher kegzisters and Property Transfers, 


mame as paragraphs 2 and 3, Section I. 
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PROJLCOT ey cova tm _ PROCEDURES MEMORANDUM NO NOG 6 Ps 


SUBJECT: Submisgion of projects for PRC consideration. 
25X1A RePLRENCE a.: (LA i 


b.: Pro ject Review Committee Procedures, dated 15 May L951, 
issued ever ae BLERe eure of DUCI. 


ea: “HE ee tl and. ae senbaeicn: reyuirements of refereuce (b) 
are intended primarily to assure the PRC of sufficient information 
to judge the following basic questions: 


a. Policy 


(1) Does this precset profitably contribute to the accomplish- 
ment of a vrev.ously appreved policy.and program objective; 
or, 

(2) If ayproval of the project is, im effeet, authorization 
of a new policy and program objective, (a) have others 
concerned,. within or outside C1lA. been sufticiently 
consulted? And (b).is approval uew epee nee as & 

matter or policy? 


>. Support 


(1) Dees the project presentation affirmatively shew that 
adequate support plans are tentatively established and 
ready fer execution upou approval of the project? or, 


(2) If the project presentatinn shows in detail the prospect 
of support deficiencies which subordinate planning has 
been unable to provide for, what CIA action, if any, is 
possible to cever such deficiencies? 


2. To insure as fully as possible that PRC may determine these 
questions without further DCI level staff analysis and action, 
the office submitting the preject is requested te cover each 

“project submitted with a memorandum brief mazda 2 pages ) 
setting forth the following: 


a, Policy 
(1) A brief statement of the nature and extent of policy 


and program approval relied upon as autherizatian fer 
the detailed action propesed in this project. 


SECRET 
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(2) Alternatively, in the case in which such prior policy 
and program approval has not been established, a clear 
statement of the policy and program objective which will 
be estublished by approval ef this project and a state- 
ment ol the ccordination which has been obtuined con- 
cerning such objective. 


(3) in either case, a brief statement showing how this project 
target and the proposed operational detail will contribute 
profitably to such general policy and program purpose. 


b. Support 


(1) A sumuary statement showing logistic Support requirements 
of men, money, nateriel, and support facilities, as well 
&S operational Support facilities and services such us 
cover, cormunication, TSS, ete., in Quantity and phasing 
required for this project. 


(2) Affirmation that operational support and facility re- 
quirements have been developed, in consuitation with 
the staff and service elements concerned, and are 
assured in accordance with the operational phasing of 
the project. 


(3) Affirmation that the logistic support requirements huve 
been planned for, in consultation es uecessury with CIA 
staff and service elements, and are assured in accordance 
with the operational phasing of the project. 


(4) As an alternative to (2) or (3) preceding, the presentation 
may state why it has been impossible to plan assured 
operationel support or Logistic support reciting further 
action required from PRC, and reciting ony reasous ot 
unusual urgeney which Justify PRC action in this respect, 
Cc, Coordination 
SS Nelo cd oa tel 
A brief statement as to the coordination which nas been 
accomplished with other offices within the Agency, or with 
persons or offices outside of the Agency. 


“02 
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The Recording Secretary of the PRO will return without action all 
project submissions which do not comply with tho requirements of 
this memorandum, 


29X1A 


Deputy Director’of Central Intelligence 


~3- 
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CENTRAL INTELLIGNNCE AGENCY 
Washington, D. C, 


NOTICE { April 1952 
SUBJECT: Leave on Good Foiday. 


The Director desires that all employees who wish to attend 
religious services on Good Yriday, 11 April done, be permitted to 
do so, to the extent commensurate with meeting essential operational 
requirements. Supervisors will arvange work schedules to permit the 
maximum number of employees to he absent. Absence during working 
hours for this purpose will ve charged to annval leave. 


FOk THE DIRECTOR OF CENTPAL INTELLIGENCE: 


WALTER KEID woLy : 
Deputy Director 
(Administration) 


DISTRIBUTION NO. 4. 


25X1A 
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THE WHITE HOUSE 
WASHINGTON /. 


April 4, 1952 “ 


TO THE HEADS OF EXECUTIVE DEPARTMENTS AND AGENCIES: 


A Committee serving under the Chairmanship of 
Reverend Dr. Charles W. Lowry is working to secure volun- 
tary cooperation of employers by permitting employees to 
participate in observance of the three hours from twelve 
noon to three o'clock on Good Friday. 

It is suggested that government departments and 
agencies cooperate with this effort over the Nation by 
permitting employees in both the departmental and field 
service to be absent on annual leave so far as practicable 
in all cases where the employees desire to attend religious 


services. 


DONALD S. DAWSON 
Administrative A-~istant 
to the Presic..mt 
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CLNERAL INTGTLIGENCE AGENCY 
Washington, D.C. 


NOTICE 
an = LL 195 
2 April 1952 


SUBJECT: Political, Activity of CLA Personnel 


l. This being a Presidential election year, all CIA personnel 
should bewr on mind the provisions of the Hatch Act restricting, political 
activity by empleyees of the Executive Branch of the Federal Government. 


2. Under the Hatch Act, emplcyees of this Avency inay not 


a. Use official authority or influence for oe purpose of 
interfering with an election or affecting ite results. 


b. Take an active part in political management or ina 
political campaign. 


3. Por guidance in a specific case, employees should consult the 
pamphlet prepared vy the United States Civil Service Commission entitled, 
"Political Activity of Federal Officers and Employees", copies of which 
have been furnished to Deputy Directors, Assistant Directors, and Office 
heads. If any employee ia unable to tind the answer to his specific 
ques stion in this paouwphiet, he should reer the Office cf the General 


oe Counce), SE eoconsion 62h, 


kh. ALL perromel are reminded of the provisicus of CLA Regulat.on 


25X1A MM which requires the prior security clearance of publications or 
speeches. 


FOR THE DIRUCTOR OF CENYRAL INTELLIGUNCE: 


WALTER RETD WOLR- * 
Deputy Director’ 
(Administration) 


DISTRIBUTION No. 3 


| RESTRICTED 
| Security Information 
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2 April 1952 


MEMORANDUM FOR: Deputy Directors 
Assistant Directors 
Office Heads 


Referring to the attached Notice, there is transmitted 


herewith a copy of the Civil Service Commission pamphlet, "Political | 


Activity of Federal Officers and Employees." 


25X1A 
Enclosure: 1 pamphlet 


CIA Notice No. =e 


DISTRIBUTION NO. 1 
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AB-O0-93376 & 


“\ STANDARD FORM NO, 04 


Office Memorandum e UNITED STATES GOVERNMENT 


TO : ADD/A DATE: 25 March 1952 
FROM : Office of General Counsel 


SUBJECT: Hatch Act 


1. Following our conversation of yesterday, I have prepared a 
brief notice referring employees to the pamphlet of the Civil Service 
Commission. 


2. I have asked a member of the Commission's logal staff to 
send me a hundred copies of this pamphlet so that it may be distri- 


buted through the division level. 
25X1A 


Assistant General Counsel 
OGC/JFBM, JR/mb 
Distribution: 
Orig -— Add 
2 — OGC 
Enclosures 


Notice on Hatch Act 
C.5eC. Pamphlet No. 20 
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STANDARD FORM No, wee : . mn 
Nosy, wanine oHEL, 
SRP FPMSLUR VIE EE LELY 
Office Memorandum '"SNitrap stares GOVERNMENT 


TO : Chief, Organization and Methods Service pate: MAR 2 4 195? 


FROM : Security Officer, CIA 
SUBJECT: Proposed Notice entitled "Political Activity of CIA Personnel" 


REFFRENCE: Subject memorandum Forwarded by Official Routing Slip dated 17 March 
1952 


1. It is recommended that the covering memorandum of the 
Proposed Notice contain an additional paragraph substantially as 
25X1A follows: 


"5S. All personnel are reminded of the provisions of 
CIA Regulation Number JJwhich requires the prior security 
clearance of publications or addresses." 


2. With the addition of the above paragraph, it is suggested 
that the proposed Notice bear a RESTRICTED classification, 


onel, GSC 
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STANDARD FORM NO. 64 


Office Memorandum + owrrep stares GOVERNMENT 


TO : Chief, Organization & Methods Service DATE: 7 February 1952 
FROM : Office of General Counsel 


SUBJECT: Proposed Notice Regarding Political Activity of Employees under 
Hatch Act 


1. It was suggested recently that, in view of the current wide~ 
spread political interest, a notice should be prepared outlining the 
Hatch Act restrictions on political activities by CIA personnel. This 
suggestion was approved by the DD/A and this office was directed to 
prepare such a notice. Accordingly, we enclose copies of a proposed 
notice on the Hatch Act for your comments. 


2e It is appreciated that the notice is somewhat long. It 
could, of course, be shortened by omitting the "Particular Activities" 
section. However, since there is great political interest this year, 
it is believed that employees will want to know what they may and may 
not do in some detail. 


3e A possible compromise would be to have a brief notice calling 
attention to the Hatch Act and saying that interested employees may 
obtain copies of a more detailed statement from Personnel Relations. 
That office could then be supplied with a much smaller number of 
copies than would be required for general distribution. 


25X1A 


Assistant General Counsel 
OGC/JFBM, Jr/imm 

Enclosures — 3 Copies of Proposed Notice 

Distribution - 


Orig - Add 
2 ~ Occ 
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POLITICAL ACTIVITY 


of Federal Officers and Employees 


UNITED STATES CIVIL SERVICE COMMISSION 
Pamphlet 20 + July 1951 


Previous editions of this pamphlet have been designated as Form 1236 
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I. General Prohibitions and Exceptions | 


The broadest: and most widely applicable restrictions on political 
activity of Federal officers and employees are contained in section 4.1 
of Civil Service Rule TV and in section 9 (2)! of the Hatch Act. In 
practically the same words, these provisions prohibit the following: 

(1) Using official authority or influence for the purpose of inter- 
fering with an election or affecting its results, 

(2) Taking an active part in political management or in political 
campaigns, 


CIVIL SERVIGE RULE IV 


Section 4.1 of Civil Service Rule IV reads as follows: 

Prohibition against political activity. —Persons in the executive branch shall re- 
tain the right to vote as they choose and to express their opinions on all political 
subjects and candidates, but such persons shall not use their official authority or 
influence for the purpose of interfering with an election or affecting the result 
thereof. Persons occupying positions in the competitive service shall not take any 
active part in political management or in political cunpaigns except as may be 
provided by or pursuant to statute. 


SECTION 9 OF THE HATCH ACT 


Section 9 of the Hatch Act (Hatch Political Activities Act of August 
2, 1939, as ainended; 5 U. S. C. 118i) reads as follows: 


(a) It shall be unlawful for any person employed in the executive branch of the 
Federal Government, or any agency or department thercof, to use his official au- 
thority or influence for the purpose of interfering with an election or affecting the 
result thereof. No officer or employee in the executive brauch of the Federal 
Government, or any agency or department thercof, shall take any active part in 
political management or in political campaigns. All such persons shall retain the 
right to vote as they may choose and to express their opinions on all political sub- 
jects and candidates. For the purposes of this section the term “officer” or “em- 
ployee” shall not be construed to include (1) the President and Vice President of the 
United States; (2) persons whose compensation is paid from the appropriation for the 
office of the President; (3) heads and assistant heads of exccutive departments; 
(4) officers who are appointed by the President, by and with the advice and consent 
of the Senate, and who determine policies to be pursued by the United States in 
its relations with foreign powers or in the Nation-wide administration of Federal 
laws. The provisions of the second sentence of this subsection shall not apply to the 
employees of The Alaska Railroad, residing in municipalities on the line of the rail- 
road, in respect to activities involving the municipality in which they reside. 

(b) Any person violating the provisions of this section shall be removed immedi- 
ately from the position or office held by him, and thereafter no part of the funds 
appropriated by any Act of Congress for such position or office shall be used to pay 
the compensation of such person: Provided, however, That the United States Civil 
Service Commission finds by unanimous vote that the violation does not warrant 

‘ removal, a lesser penalty shall be imposed by direction of the Commission: Pro- 

_ vided further, That in no case shall the penalty be less than ninety days’ suspension 
without pay: And provided further, That in the case of any person who has hereto- 

fore been removed from the service under the provisions of this section, the Com- 

mission shall upon request of said person reopen and reconsider the record in such 

case. If it shall find by a unanimous vote that the acts committed were such as to 


1The United States Supreme Court, in an opinion (380 U. S. 75), aflirmed a Judgment of the District 
Court of the United, States for the District of Columbia holding that the provisions of scetion 9 (a) of tho 
Hatch Act were not unconstitutional, 
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warrant i penully of less Ghan removal ib shall issue an order revoking the restric- 
tion against reemployment in the position from which removed, or in any other 
position for whieh he may be qualified, but no such revocation shall become eflec- 
tive until ab least ninety days have clapsed following the date of the removal of 
such person from office, 

(ec) At the end of each fiseal year the Commission shall report to the President 
for transmillal to the Congress the names, addresses, and nature of employment 
of all persons with respect to whom action has been taken by the Commission 
under the terms of this seetion, with a statement of the facts upon which action 
was taken, and (he penalty imposed, 


OTHER SECTIONS OF THE THATCH ACT 


Sections 15, 16, 18, and 21 of the Hatch Act also relate to political 
activity of Federal officers and employees. 

Section 16 (5 U.S. C. A., sec. 118-1) states that the provisions in 
the act containing prohibitions against “taking any active part in 
political management or in political campaigns” are deemed to in- 
clude activities prohibited by the civil-service rules. It reads as follows: 


The provisions of this Aet which prohibit persons to whom such provisions 
apply from taking any active part in political management or in political cam- 
paigns shall be deemed to prohibit the same activitics on the part of such persons 
as the United States Civil Service Commission has heretofore determined are at 
the time this seetion takes effect prohibited on the part of employees in the classi- 
fied civil serviee of the United States by the provisions of the civil-service rules 
prohibiting such employees from taking any active part in political management 
or in politienl campaigns. 7 

Sections 16, 18, and 21 set forth certain exceptions to the provisions 
prohibiting political activity. 

Section 16 (5 U.S. C. A., sec. 118m) states an exception relating to 
political campaigns in localities adjacent to the National Capital or 
in localities where the majority of the voters are Government em- 
ployees. It reads as follows: 

Whenever the United States Civil Service Commission determines that, by 
reason of special or unusual circumstances which exist in any municipality or 
other political subdivision, in the inumediate vicinity of the National Capital in 
the States of Maryland and Virginia or in municipalities the majority of whose 
voters are omployed by the Government of the United States, it is in the domestic 
interest of persons to whom the provisions of this Act are applicable, and who 
reside in such municipality or political subdivision, to permit such persons to 
take an active part in political management or in political compaigns involving 
such municipality or political subdivision, the Commission is authorized to 
promulgate regulations permitting such persons to take an active part in such 
political management and political campaigns to the extent the Commission 
deems to be in the domestic interest of sueh persons. 

Section 18 (5 U.S. C. A., 118n) states an exception relating to elec- 
tions not specifically identified with National or State issues or political 
parties. It reads as follows: 

Nothing in the second sentence of section 9 (a) or in the second sentence of 

: section 12 (a) of this Act shall be construed to prevent or prohibit any person 
subject to the provisions of this Act from engaging in any political activity 
(1) in conncetion with any election and the preceding campaign if none of the 
candidates is to be nominated or elected at such election as representing a party 
any of whose candidates for presidential elector received votes in the last pre- 
ceding election at which presidential clectors were selected, or (2) in connection 
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with any question which is nob specifically identified with any National or State 
polities! party, Tor the purposes of this section, questions relating to consti- 
tutional amendments, referendums, approval of municipal ordinances, and others 
of a similar character, shall not be deemed to be specifically identified with any 
National or State politieul party. : 

Section 21 (5 U.S. C. A, see. LISk-1) states an exception relating 
to activities of employees of institutions and organizations of 
specified types. It reads as follows: 

Nothing in sections 9 (a) or 9 (b), or 12 of this Act shall be deemed to prohibit 
or to make unlawful Ghe doing of any act, by any officer or employee of any edu- 
cational or rescarch institution, establishment, ageney, or system which is sup- 
ported in whole or in part by any State or political subdivision thereof, or by the 
District of Columbia or by any Territory or Territorial possession of the United 
States: or by any recognized religious, philanthropic, or cultural organization, 


STATUTES ON RELATED SUBJECTS 

Tn addition to being subject to section 4.1 of Civil Service Rule 
LV, and to the sections of the Hatch Act quoted above, Federal 
oflicers and employees are subject to statutes relating to— 

(1) Political assessments (see p. 26 of this pamphlet). 

(2) Political coercion (see p. 30). 

(3) Political discrimination (see p. 31). 

(4) Purchase and sale of public office (sce p. 31). 

INDIVIDUAL RESPONSIBILITY 

Each officer and employee is responsible for refraining from pro- 
hibited political activity. He is presumed to be acquainted with the 
legal provisions applicable to him, and his ignorance of them will 
not excuse a violation. If he is in doubt as to whether any particular 
aetivily is prohibited, he should present the matter in writing to the 
United States Civil Service Comunission before engaging in’ the 
activity, 


fl. Jurisdiction of the Commission 


EMPLOYEES IN THE COMPETITIVE SERVICE 


There is no language in the Hatch Act that fixes responsibility for 
enforcement of the prohibitions against political activity of Federal 
officers and employees. 

However, it is important to note that the prohibitive language of 
section 9 (a) of the Hatch Act is substantially the same as that of 
section 4.1 of Civil Service Rule IV. The Civil Service Commission’s 
jurisdiction in political-activity matters was not affected by passage 
of the Hatch Act. 

Section 15 of the Hatch Act provides that the activities that are 
‘prohibited by the act are those that the Commission had therctofore 


‘ determined were prohibited, under the civil-service rules, on the part 


of employees in the competitive civil service. 
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Thus, under Civil Service Rule LV and under the Hateh Aet, the 
Civil Service Commission has authority to enforce prohibitions against 
political activity of Federal officers and employees whose positions 
are in the competitive civil service, 


PENALTY PROVISIONS 


The Attorney General has held (40 A. G. 14) that where both the 
law and the rule are violated the statutory penalty is mandatory. 

An officer or employee found to have violated the restrictions 
imposed by section 9 (a) of the Hatch Act and section 4.1 of Civil 
Service Rule TV must be immediately removed from the position or 
office held by him and-—in accordance with a decision by the Comp- 
troller General (25 Comp. Gen. 271)—may not be employed again 
in any position the salary or compensation of which is payable under 
the same appropriation as the position from which removed. This 
restriction is not limited to the appropriation act for any particular 
fiscal year. 

If, however, the Commission determines by unanimous vote that 
the violation does not warrant removal, it may impose a lesser penalty 
under the terms of the amendment to the Hatch Act of August 25, 
1950, but the penalty so imposed must be at least a 90-day suspension. 

In an opinion of the Attorney General of September 12, 1947 (40 
A. G. 545) it was held that the penalty provisions of the Hatch Act 
require the removal of an employee from the civil-service position or 
office that he is holding at the time his violation of the act is estab- 
lished, despite the fact that this position may be different from that 

held at the time the violation occurred. It is immaterial whether the 
second civil-service position has been obtained by transfer, promotion, 
or reappointment. 


AUTHORITY UNDER RULE V 


Section 5.4 of Civil Service Rule V reads as follows: 


Whenever the Comission finds that an appointment has been made in violation 
of the Civil Service Act, Rules, or Regulations, or that any employee subject 
thereto has violated such Act, Rules, or Regulations or is holding a position in vio- 
lation thercof, it is authorized, after giving duc notice and opportunity for explana- 
tion to the employee and the agency concerned, to certify the facts to the proper 
appointing officer with specific instructions as to discipline or dismissal. 

Section 5.5 of Civil Service Rule V reads as follows: 

If the appointing officer fails to carry out the instructions of the Commission 
issued under section 5.4 of this Rule, the Commission shall certify the facts to the 
head of the agency concerned. If the head of the agency fails to carry out the in- 
structions of the Commission within ten days after receipt thereof, the Commission 
shall notify the Comptroller General of the United States and no payment or allow- 
ance shall be made of the salary or wages accruing to the employee concerned after 
such notification. 


The General Accounting Office is without jurisdiction to review the 
determinations of the Civil Service Commission under Rule V and, - 
upon certification by the Commission that an employee is holding a po- 
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sition in violation of the Civil Service Act and rules, the General Ac- 
counting Office has no alternative to withholding credit for payments 
made for salary or compensation (decision, Comptroller General July 
20, 1989, to the Postmaster General), 


COMMISSION PROCEDURE 


Tn taking action on alleged violations of section 4.1 of Civil Service 
Rule LV, the Civil Service Commission proceeds under regulations that 
provide for— 

(1) Investigation of the complaint—cither by correspondence, in 
instances where the violation may be established by record evidence, or 
by representatives of the Commission and the employing agency. (The 
employee may make a statement and furnish the names of witnesses to 
support it.) 

(2) Issuance of a Proposed Order, when there is prima facie proof of 
prohibited political activity, with a description of the specific charges 
and an opportunity to respond in writing. 

(3) A hearing, in certain cases, at the discretion of the Commission— 
but not when the violation is established by indisputable record evi- 
dence or is admitted by the employee. 

(4) Issuance of a Final Order cither dismissing the Proposed Order or 
finding that the employce violated the law and the rule against political 
activity and prescribing the penalty, 

The Commission’s procedure applics in the cases of those employees 
who resigned from their positions prior to a final determination by the 
Commission. 

The Commission’s regulations also provide for the reconsideration of 
the record, as authorized by law, upon request, of employees who were 
removed between August 2, 1939, and August 25, 1950, for established 
political-activity violations, to determine whether the violations were 
such as to warrant a penalty of less than removal. 


Itt. Applicability of Rule and Statute 


GENERAL STATEMENT 


In the absence of specific statutory exemption, the basic political- 
activity restrictions apply to any person employed in the executive 
branch of the Federal Government, or any agency or department 
thereof, or in the government of the District of Columbia. Some per- 
sons are subject to these restrictions by virtue both of section 4.1 of 
Civil Service Rule IV and of section 9 (a) of the Hatch Act; others are 
subject to them solely by virtue of section 9 (a) of the Hatch Act. 

Section 4.1 of Civil Service Rule IV applies to all employees in the 
competitive service. 
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Section 9 (a) of the Hatch Act. applies to all persons employed in the 
executive branch of the Federal Government ? whether or not such 
persons are in the competitive service. The effect of section 9 (a) of the 
statute is to place the same restrictions upon the political activities of 
all officers and employees of the executive branch of the Government 
that section 4.1 of Civil Service Rule [V places upon the political activ- 
ities of officers and employees in the competitive service. 


GROUPS OF EMPLOYEES 
Part-time and Intermittent Employees 


Any person whose employment with the Federal Government is only 
part-time or intermittent, not in any case occupying a substantial por- 
tion of his time and not affording his principal means of livelihood, is 
subject to the political-activity prohibitions of section 9 (a) of the 
Hateh Act and section 4.1 of Civil Service Rule IV while in active-duty 
status, and not otherwise. Such an employee may be listed as a candi- 
date for a public elective office provided that he docs not engage in 
political activity on any day on which he performs duty as a Federal 
employee. The period of active duty embraces the whole period of 
status as a paid employee, rather than just the working hours of the 
day. 


Temporary and Emergency Employees 


Temporary and emergency employees are subject to the statute and. 
the rule. 
Employees on Leave 


In general, an employce who is subject to the basic political-activity 
prohibitions while on active duty is subject to them while on leave 
with pay, leave without pay, or furlough, and incurs the same penalties 
for an offense committed while in leave or furlough status as for an 
offense committed while on active duty. This is true even though the 
leave is terminal leave, and even though the employce’s resignation has 

been submitted and accepted. However, if lump-sum payment is made 
for accrued annual leave, the person involved is not subject to the po- 
litical-activity restrictions during the period covered by the lump-sum 
payment or thereafter. 
It is not permissible for an employee to take leave of absence for the 
purpose of working with a political candidate, committee, or organiza- 
tion, or for the purpose of becoming a candidate for office with the 
‘ understanding that he will resign his position if nominated or elected. 


Postmasters and Post-Office Employees 


All postmasters and acting postmasters, all employees in post offices 
of the first, second, and third classes, and all special delivery messen- 


2 Except (a) the President and Vice President of the United States; (b) persons whose Ste Ea ts pald 
from the approptiation for the office of the President; (c) heads and assistant heads of executive departments; 
and (d) officers who are appointed by the President by and with the advice and consent of the Senate, and 
who determine policies to be pursued by the United States In Its relations with foreign powers or in the 
Nation-wide administration of Federal laws. 
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gors in. post offices of the first class are subject to the political-activity 
restrictions of Civil Service Rule IV and section 9 of the Hatch Act. 


Persons Not Subject to Political-Activity Restrictions 


The political-activity restrictions of section 9 of the Hateh Act and 
section 4.1 of Civil Service Rule IV do not apply to the following 
persons: 

BXECULTIVE BRANCH 


The President and Vice President of the United States. 

Persons who are compensated from the appropriation for the Office of the 
President. 

Heads and assistant heads of departments. 

Officers who are appointed by the President by and with the advice and consent 
of the Senate, and who determine policies to be pursued by the United States in its 
relations with foreign powers or in the Nation-wide administration of Federal Jaws. 

Ambassadors of the United States. 

Ministers of the United States. 


LEGISLATIVE BRANCH 


Officers and employees of the legislative branch of the Federal Government, 
including scerctaries and clerks of Members of Congress and congressional 
commnittces. 

JUDICIAL BRANCH 


- Officers and employees of the judicial branch of the Federal Government, in- 
cluding United States Commissioners, clerks of United States courts, referees in 
bankruptey, and their secretaries, deputies, and clerks. 


DISTRICT OF COLUMBIA 


The Commissioners of the District of Columbia.3 
The Recorder of Deeds of the District of Coluinbia.? 


OTHER 


Officers or employees of any educational or research institution, establishment, 
agency, or system that is supported in whole or in part by any State or political 
subdivision, or the District of Columbia, or by any Territory or Territorial posses- 
sion of the United States, or by any recognized religious, philanthropic, or cultural 
organization. 

Persons who are retained from time to time to perform special services on 2 fee 
basis and who take no oath of office, fee attorneys, inspectors, appraisers, and 
management brokers for the Home Owners’ Loan Corporation and special fee 
attorneys for the Reconstruction Finance Corporation. : 

Persons who receive benefit payments, such as old-age assistance and unem- 
ployment compensation under the Social Sccurity Act, rural-rehabilitation grants, 
and payments under the agricultural conservation program, . 

Persons retired from the Federal service, unless reemployed in the executive 

or ; branch of the Federal Government. 
: Persons serving as star route and contract carriers and clerks in fourth-class 
post offices, provided such persons are not at the same time holding other Gov- 
ernment employment. 

Employees of the Alaska Railroad residing in municipalities on the line of the 
railroad in respect to activities involving the municipality in which they reside.$ 


IExeepted only from the prohibition against active participation in political management or in political 
campaigns, 
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IV. Prohibited Activities 


The Hatch Act is designed to prevent those subject to it from 
assuming general political leadership or from becoming prominently 
identified with any political movement, party, or faction, or with 
the success or failure of any candidate for election to public office. 

The following sections are devoted to a discussion of activities that, 
prior to enactment of section 15 of the Hatch Act (see p. 2), the Civil 
Service Commission had determined to be activities prohibited by 
the civil-service rules. 


ACTIVITY BY INDIRECTION 


Any political activity that is prohibited in the case of an employee 
acting independently is also prohibited in the case of an employee 
acting in open or secret cooperation with others. Whatever the em- 
ployee may not do directly or personally, he may not do indirectly 
or through an agent, officer, or employee chosen by him or subject 
to his control. Employees are, therefore, accountable for political 
activity by persons other than themselves, including wives or hus- 
bands, if, in fact, the employees are thus accomplishing by collusion 
and indirection what they may not lawfully do directly and openly. 
Political activity in fact, regardless of the methods or means used by 
the employee, constitutes the violation. 

This does not mean that an employee’s hushand or wife may not 
engage in politics independently, upon his or her own initiative, and 
in his or her own behalf. Cases have arisen, however, in which the facts 
showed that the real purpose of a wife’s activity was to accomplish a 
political act prohibited to her husband, the attempt being made for 
her husband’s benefit and at his instigation or even upon his coercion. 
This may be true of individuals or it may occur among groups of 
employee’s wives associated for the purpose of securing for their hus- 
bands what the husbands may not sccure for themselves. In such situ- 
ations, it is obvious that the prohibitions against political activity are 
being violated. The collusion or coercion renders the wife’s activity 
imputable to the husband, he being guilty of the same infraction as if 
he were openly a participant. 


CONVENTIONS 


Candidacy for or service as delegate, alternate, or proxy in any 
political convention or service as an officer or employee thereof is pro- 
hibited. Attendance as a spectator is permissible, but the employee 
so attending must not take any part in the convention or in the delib- 
erations or “proceedings of any of its committees, and must refrain 
from any public display of partisanship or obtrusive demonstration’ 
or interference. 

PRIMARIES—CAUCUSES 

An employee may attend a primary meeting, mass convention, 

caucus, and the like, and may cast his vote on any question presented, 
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but he may not pass this point in participating in its deliberations, 
He may not act as an officer of the meeting, convention, or caucus, 
may not address, make motions, prepare or assist in preparing resolu- 
tions, assume to represent others, or take any prominent part therein, 


MEETINGS 


‘Service in preparing for, organizing or conducting a political meeting 
or rally, addressing such a mecting, or taking any part therein except 
as a spectator is prohibited. 


COMMITTEES 


The holding of the office of precinct committeman, ward commit- 
teeman, etc., or service on or for any committee of a political party 
organization is prohibited. An employee may attend as a spectator 
any meeting of a political committec to which the general public is 
admitted but must refrain from activity as indicated in the preceding 
paragraphs, 

Whether a committee has an ultimate political purpose determines 
whether an employee may properly serve as a member. An employee 
may be assigned to duties that, considered alone, seem far removed 
from active politics; but those duties may assume an active political 
character when considered as part of the whole program. The Com- 
mission has held that scrvice by an employee as chairman of a food 
committee at an occasion signifying the opening campaign specch of 
a nominee for Governor of a State is not permissible. No attempt can 
be made to differentiate between workers on or under political commit- 
tees with respect to the degree to which they are politically active, 


CLUBS AND ORGANIZATIONS 


Employees may be members of political clubs, but they may not be 
active in organizing such a club, be officers of the club or members or- 
officers of any of its committees, or act as such, or address a political 
club. Service as a delegate or alternate from such a club to a league of 
political clubs is service as an officer or representative of a political 
club and is prohibited, as is service as a delegate or representative of 
such a club to or in any other organization. In other words, an em- 
ployee may become a member of a political club and may vote on ques- 
tions presented but may not take an active part in its management or 
affairs, and may not represent:other members or attempt to influence 
them by his actions or utterances. 

Section 6 of the act of August 24, 1912 (37 Stat. 555), provides in 
part— 

That membership in any society, association, club, or other form of organization 
of postal employces not affiliated with any outside organization imposing an obliga- 
tion or duty upon them to engage in any strike, or proposing to assist them in any 
strike, against the United States, having for its objects, among other things, im- 
provements in the condition of labor of its members, including hours of labor and 


compensation therefor and leave of absence, by any person or groups of persons in 
said Postal Service, or the presenting by any such person or groups of persons of any 
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gricvanee or grievances to the Congress or any Member thereof, shall not consti- 
Lute or be enuse for reduction in rank or compensation or removal of such person or 
«roups of persons from said service. 

Membership in a labor union by employees subject to the Hatch 
Act is not prohibited, where the organization is nonpartisan in char- 
acter and has as its primary object improvements in the conditions 
of labor of ils members and other matters related to their individual 
welfare. Matters concerned solely with organization and management 
of a union of Federal employees are not political management or politi- 
cal activiby in violation of section 9 (x) of the Hatch Act, and adoption 
of a resolution limited to these matters would not violate the law. 
However, a Federal employee who engages in prohibited political activ- 
ity under the direction or suggestion of a union local will be held per- 
sonally accountable irrespective of whether he is acting as an individual 
or as @ member of a group, including a union local. 

Membership by a Federal employee in a party or organization 
advocating the overthrow of the Government of the United States is 
unlawful. Section 9A of the Hatch Act (title 5, U. S. C. A. 118j) reads 
as follows: 

(1) It shall be unlawful for any person employed in any capacity by any agency 
of the Federal Government, whose compensation, or any part thercof, is paid 
froin funds authorized or appropriated by any Act of Congress, to have member- 
ship in any political party or organization which advocates the overthrow of our 
constitutional form of government in the United States. 

(2) Any person violating the provisions of this section shall be immediately 
removed from the position or office held by him, and thereafter no part of the funds 
appropriated by any Act of Congress for such position or office shall be used to pay 
the compensation of such person. 

Civil-service employees may hold office in organizations established 
for social betterment. It is pointed out, however, that in certain cir- 
cumstances activities of such organizations may take on a character 
of partisan political activity. Employees who become members or 
officers of organizations of this type must take the responsibility for 

-seeing that the activities in which they engage do not become political 
in character. 


CIVIC ORGANIZATIONS AND CITIZENS’ ASSOCIATIONS 


Activity in organizations having for their primary object the promo- 
tion of good government or the local civic welfare is not prohibited by 
the act of August 2, 1989, as amemded, provided such activities have 
no connection with the campaigns of particular candidates or parties. 


CONTRIBUTIONS 


, Employees may make voluntary contributions to a regularly consti- 
tuted political organization for its general cxpenditures, subject to the 

limitation laid down in section 608, title 18, U. S. Code. The term 
“contribution” includes a gift, subscription, loan, advance, or deposit 
of money or anything of value, and includes a contract, promise, or 
agreement, whether or not legally enforceable, to make a contribution. 
While employees may make contributions, they may not solicit, 
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collect, reccive, disburse, or otherwise handle contributions made for 
political purposes. Employees may not be concerned directly or indi- 
rectly in the sale of dinner tickets of a political party organization or in 
the distribution of pledge cards soliciting subscriptions to the dinners. 

The Commission has held that voluntary contributions may be 
‘made at any time, even subsequent to a general election, so long as 
they are made to a regularly constituted political organization for its 
goncral expenditures. : 

It is not permissible for a Federal administrative official to furnish 
the names of his personnel and their addresses for the purpose of 
political solicitation. 

_ In addition, certain sections of the criminal code place restrictions 
on contributions by Federal employees. Contributions may not be 
handed over to another person in the Federal service; they may not 
be made in a Federal building; etc. For the text of these sections 
of the criminal code and further information on this matter, see part 
VIII, pages 26 through 32. These sections of the criminal code are 
within the jurisdiction of the Department of Justice, and the law 
provides severe penalties for violations. 


EXPRESSION OF OPINIONS 


Although the act reserves to employces affected the right to “ex- 
press their opinions on all political subjects and candidates,” this 
reservation is subject to the prohibition that employces may not take 
any active part in political management or in political campaigns. 
Public expression of opinion in such a way as to constitute taking 
an active part in political management or in political campaigns is 
accordingly prohibited. 


BADGES, BUTTONS, PICTURES, AND STICKERS 


Employees may not distribute campaign literature, badges, or but- 
tons. They are not prohibited from wearing political badges or buttons 
or from displaying political posters or pictures in the windows of their 
homes or on their automobiles. However, it is regarded as contrary 
to the spirit of the law for a public servant to make a partisan display 
of any kind while on duty conducting the public business. 


NEWSPAPERS—PUBLICATION OF LETTERS OR ARTICLES 


An employee may not publish or be connected editorially or man- 
agerially with any newspaper generally known as partisan from a 
political standpoint, and may not write for publication or publish any 
letter or article, signed or unsigned, in favor of or against any political 
party, candidate, or faction. An employee who writes such a letter or 
article is responsible for any use that may be made of it whether or 
not he gives consent to such use. 

The Commission has held that as a general rule a newspaper that 
is considered as being partisan from a political standpoint, either 
during the campaign or in the interval between campaigns, is regarded 
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House of Congress, or to any Committee or Member thereof, shall 
not. be denied or interfered with.” 

An employee subject to the law of August 2, 1939, as amended, 
is permitted to sign petitions, including nominating petitions, as an 
individual, without reference to his connection with the Government, 
but he’may not initiate them, or canvass for the signatures of others, 
if such petitions are identified with political management or political 
campaigns. Employees are permitted to exercise the right as indi- 
viduals to sien a petition favoring a candidate for office, but they 
may not, cither as Government employees or as a group or association 

r of Government employces, solicit others to become candidates for 
office. 
CANDIDACY FOR PUBLIC OFFICE 


Candidacy for nomination or for clection to a National, State, 
county, or municipal office is not permissible. The prohibition against 
political activity extends not merely to formal announcement of 
candidacy but also to the preliminaries leading to such announce- 
ment and to canvassing or soliciting support or doing or permitting 
to be done any act in furtherance of candidacy. An employee may 
not solicit others to become candidates for nomination or for election 
to such an office. 

The Attorney General held in an opinion to the Sceretary of the 
Interior dated April 17, 1940 (39 Op. Alty. Gen. 423), that the Hatch 
Act docs not apply to the acceptance and holding of a local office to 
which an employee was elected without being a candidate, his name 
not appearing on the ballot but being written in by voters. However, 
the Commission interprets this opinion as applicable only in cases 
where the writing in of an employee’s name is a spontancous action 
on the part of the voters and does not come about as a result of pre- 
arrangement whereby the employee was in effect a candidate before 
the vote was cast. 

This decision is authority for the statement that the mere holding 
of a public office is not in itself a violation. (See also Attorney General’s 
Circular No. 3301, October 26, 1939.) 

However, it should be noted that membership on a political com- 
mittee is not a public office, within the meaning of the foregoing, even 
though held by election in the regular election as a political representa- 
tive of a ward, precinct, county, or of the voting subdivision of a State. 
The holding of such political offices is prohibited. 


V. Exceptions to Hatch Act Restrictions 


The Hatch Act specified two conditions under which political ac- 
tivity on the part of Federal officers and employees is permissible. 
(1) Section 18 of the act sets forth an exception relating to elections 


4‘ Tor exceptions, seo “V. Exceptions tu Iatel Act Restrictions,” pp. 16-10. 
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as being subject to application of the restrictions against activity in 
connection therewith, It is not required that a publication be regerded 
as the organ of a political organization or that it have an official con~ 
nection with any political organization or party. The words “cdito- 
rivlly” and ‘“managerially” are intended to apply to responsibilities 
and duties that have to do with the making of decisions affecting the 
editorial policies. The objective behind the restriction on activity in 
connection with such publications or Newspapers is prohibition of 
political activity of a partisan character through the medium of the 
public press by a person subject to the statute and the rule. 

Whether or not ownership of stock or membership on a board of 
directors of a corporation that publishes a daily newspaper is a violn- 
tion of the political-activity restrictions will depend upon the degree 
to which the individual, by virtue of such ownership or membership, 
participates in controlling the editorial policy or news management 
of the publication. If a Federal employee makes decisions or assists 
in making decisions on editorial policy or news management with 
respect to the political status of the publication, a violation of the 
restrictions occurs, bub mere ownership of stock would not of itself 
constitute a violation of the political-activity restrictions. 

There is no direct prohibition against correspondence work by an 
employee for newspapers. The employce will have the responsibility, 
however, of ascertaining that any material he submits is not in con- 
travention of the restrictions. 


ACTIVITY AT THE POLLS AND FOR CANDIDATES 


An employee has the right to vote as he pleases, and to exercise this 
right free from interference, solicitation, or dictation by any fellow 
employee or superior officer or any other person. It is a violation of 
the Federal Corrupt Practices Act to pay or offer to pay any person 
for voting or refraining from voting, or for voting for or against any 
candidate for Senator or Representative in, or Delegate or Resident 
Commissioner to, Congress. It is also a violation of the law to solicit, 
receive, or accept payment for one’s. vote or for withholding one’s 
vote. (See U. S. Code, title 18, see. 597.) 

Under the act of August 2, 1939, ib is a criminal offense for any 
person to intimidate, threaten, or coerce any other person for the 
purpose of interfering with the right of such other person to vote as 
he may choose in any election ef a National character. It is also a 
criminal offense to promise any employment, position, work, or com- 
pensation, or other benefit made possible by an act of Congress, as a 
consideration, favor, or reward for political aclivily or for the support 
of or opposition to any political candidate or party. 

An employee subject to the law must avoid any offensive activity 

“at primary and regular’ elections. THe must refrain from soliciting 
votes, assisting voters to mark ballots, helping to get out the voters 
on registration and election days, acting as the accredited checker, 

: watcher, or challenger of any party or faction, or any other partisan 
7 political activities at the polls. Rendering partisan political Service, 
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such as transporting voters to and from the polls and candidates on 
canvassing tours, whether for pay or gratuitously, is held to be with- 
in the scope of prohibited political activities. This is nob intended to 
prohibit one subject to the act from (ransporting members of his 
immediate family to and from the polls, in view of the community of 
interest that exists in such cases. The foregoing provisions do not 
apply if the eleetion in question is covered by the exceptions embodied 
in-section 18 of the law of August 2, 1939, as amended. (See p. 17.) 

The publication or distribution of election campaign statements not 
containing names of persons responsible therefor is prohibited by law. 
Tho United States Code, title 18, section 612, vends as follows: 

Whoever wilfully publishes or distributes or causes to be published or dig- 
tributed, or for the purpose of publishing or distributing the same, knowingly 
deposits for mailing or delivery or causes to be deposited for mailing or delivery, 
or, except in cases of employees of the Post Office Department in the official 
discharge of their duties, knowingly transports or causes to be transported in 
interstate commerce any card, pamphict, circular, poster, dodger, advertisement, 
wriling, or other statement relating to or concerning any person who hag pub- 
licly declared his intention to seck the office of President, or Vice President 
of the United States, or Senator or Representative in, or Delegate or Resident 
Commissioner to Congress, in a primary, general, or special election, or conven- 
tion ofa political party, or has caused or permitted his intention to do so to be 
publicly declared, whieh docs not contain the names of the persons, associations, 
committees, or corporations responsible for the publication or distribution of the 
same, and the names of the officers of each such association, committee, or cor- 
poration, shall be fined not more than $1,000 or imprisoned not more than one 
year, or both. 


ELECTION OFFICERS 


A Federal employee may serve as an election officer provided that 
in so doing he discharges the duties of the office in an impartial 
manner, as prescribed by State or local law. While serving as an 
election officer he may not engage in, or become involved in, activities 
in behalf of a political party or candidate, 


PARADES 


An employee may not participate in or help organize a political 
parade. An employee may be 8 member of a band or orchestra that 
takes part in parades or rallies provided such band or orchestra is 
generally available for hi as a musical organization. 


PETITIONS 


The first amendment to the Constitution of the United States pro- 
vides that “Congress shall make no law respecting an establishment 
of religion, or prohibiting the free exercise thercof ; or abridging the 
freedom of specch, or of the press ; or the right of the people peace- 
ably to assemble and to petition the Government for a redress of 
grievances.” Section 6 of the act of August 24, 1912 (37 Stat. 555), 
provides ‘that “the right of persons employed in the civil service of 
the United States, either individually or collectively, to petition Con- 
gress, or any Member thereof, or to furnish information to either 
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House of Congress, or to any Committee or Member thereof, shall 
not be denied or interfered with,” 

An employee subject to the law of August 2, 1989, as wnended, 
is permitted to sign petitions, including nominating petitions, as an 
individual, without reference bo his connection with the Government, 
bul he’may nob initiate them, or canvass for the signatures of olhers, 
if such petitions are identified with political management or politicsal 
campaigns. Employees are permitted to exercise the right as incli- 
viduals to sign a petition favoring a candidate for oflice, but they 
may nol, cither as Government cmployces or as & group or association 
of Government employees, solicit’ others to become candidates for 
office, 

CANDIDACY FOR PUBLIC OFFICE 


‘andidacy for nomination or for clection to & National, State, 
county, or municipal office is not permissible. The prohibition against 
political activity extends not merely to formal announcement of 
candidacy but also to the preliminaries leading to such announce- 
ment and to canvassing or soliciting support or doing or permitting 
to be done any act in furtherance of candidacy. An employee may 
not solicit others to become candidates for nomination or for election 
to such an office." 

The Attorney General held in an opinion to the Secretary of the 
Interior dated April 17, 1940 (39 Op. Atty. Gen. 423), that the Hatch 
Act does not apply to the acceptance and holding of a local office to 
which an employee was elected without being a candidate, his name 
not appearing on the ballot but being written in by voters. Towever, 
the Commission interprets this opinion as applicable only in cases 
where the writing in of an employee’s name is % spontancous action 
on the part of the volers and does not come about as a result of pre- 
arrangement whereby the employee was in effect a candidate before 
the’ vote was cast. 

This decision is authority for the statement that the mere holding 
of a public office is not in itself a violation. (Sec also Attorney General’s 
Circular No. 3301, October 26, 1939.) 

However, it should be noted that membership on a political com- 
mittee is not a public office, within the meaning of the foregoing, even 
though held by election in the regular clection as a political representa- 
tive of a ward, precinet, county, or of the voting subdivision of a State. 
The holding of such political offices is prohibited. 


V. Exceptions to Hatch Act Restrictions 


The Hatch Act specified two conditions under which political ac- 
tivity on the part of Federal officers and employces is permissible. 
(1) Section 18 of the act scts forth an exception relating to elections 


- 4 Por exceptions, see “V. Exceptions to Hateh Act Restrictions,” pp. 16-10. 
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hot specifically identified with National or State issues or political 
parties, . 

(2) Seetion 16 of the act sets forth an exception relating to political 
campaigns in communities adjacent to the Distrieb of Columbia or 
in communities the majority of whose voters are employees of the Fed- 
eral Government. 

Both suctions are quoted on page 8 of this pamphlet. 


SECTION 18 


To be permissible under section 18, the activity must be of a strictly 
local character—complotely unrelated to issues and enndidates thik 
are identified with National and State political parties. 


SECTION 16 


For many years prior to enactment of the Hatch Act, Federal em- 
ployees residing in certain municipalities near the District of Columbia 
were permitted to be candidates for, and to hold, local office in those 
municipalities. 

The permission was granted either by an individual Exceutive order 
or by action of the Commission based on an Executive order, and it 
remained in full force and effect until the passage of the act of August 2, 
1939, which prohibited active participation in political management or 
in political campaigns, without exception. When this act was amended 
by the act of July 19, 1940, a new section was udded (section 16, 54 
Stat. 767) whereby the Commission was authorized to promulgate ree- 
ulations extending the privilege of active participation in local political 
management and local political campaigns to Federal employees resid- 
ing in any municipalities or other political subdivisions of the States of 
Maryland and Virginia in the immediate vicinity of the District of 
Columbia or in municipalities the majority of whose voters are em- 
ployed by the Government of the United States. 

The Commission has promulgated regulations governing the exten- 
sion of the privileges sct forth in the section quoted above and copies 
of these regulations are available upon request to the Commission’s 
central office in Washington, D. C. Under these regulations it is nec- 
essary that a formal request be received from the representatives of the 
community involved and that the petitioners furnish ccrtain specified 
information relative to their community and its clections. In all cases 
the final decision as to the extension of the privileges of section 16 to 
any individual municipality depends on the municipality’s mecting 
certain prerequisites that are set forth in the Commission’s regulations. 

The Commission has extended the privileges allowed by section 16 of 
the Hatch Act to the following municipalities or political subdivisions 


by formal action recorded on the dates indicated: 


In Marynanp 


Annapolis (May 16, 1941). Bladensburg (Apr. 20, 1942). 
Berwyn Heights (June 15, 1944), . Brentwood (Sept. 26, 1940). 
Bethesda (Feb. 17, 1943), Capitol Heights (Nov. 12, 1940). 
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Cheverly (Dee. 1F, 1940). 

Chevy Chase, se sbions 1 and 2 (Mar. 4, 
1941), 

Chevy Chase, section 3 (Oct. 8, 1940). 

Chevy Chase section 4 (Oct. 2, 1940). 

Martin’s Acditions 1, 2, 3, and 4 to 
Chevy C’.ase (Feb. 18, 1941). 

Chevy Ch se View (Feb, 26, 1941). 

College Pork (June 18, 1945). 

Cottage Jity (Jan. 15, 1941). 

District Heights (Nov. 2, 1940). 

Edmor ston (Oct. 24, 1940). 

Fairm ont Heights (Oct. 24, 1940). 

Fore ¢ Heights (Apr. 22, 1949). 

Gar ett Park (Oct, 2, 1940). 

Gleiarden (May 21, 1941). 

GI zn Echo (Oct. 22, 1940). 
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Greenbelt (Oct. 4, 1940). 
Hyattsville (Sept. 20, 1940). 
Kensington (Nov. 8, 1940). 
Tandover ITills (May 5, 1945). 
Morningside (May 19, 1949), 
Mount Rainier (Nov. 22, 1940). 
North Beach (Sept. 20, 1940). 
North Brentwood (May 6, 1941). 
North Chevy Chase (Juty 22, 1942), 
Northwest Park (eb. 17, 19:8). 
Riverdale (Sept. 26, 1940). 

Seat Pleasant (Aug. 31, 1942). 
Somerset (Nov, 22, 1940). 
Takoma Park (Oct. 22, 1940). 
University Park (Jan. 18, 1941). 
Washington Grove (Apr. 5, 1941). 


In VircGirnra 


Alexandria (Apr. 15, 1941). 
Arlington County (Sept. 9, 1940). 
Clifton (July 14, 1941). 

Fairfax County (Nov. 10, 1949). 


Falls Church (June 6, 1941). 
Herndon (Apr. 7, 1945), 
Vienna (Mar. 18, 1946). 


Orurr MunNIcIPpaALirimus 


Bremerton, Wash. (Feb, 27, 1946). 
Port Orchard, Wash. (Feb. 27, 1946). 
Elmer City, Wash. (Oct. 28, 1947). 


Anchorage, Alaska (Dec. 29, 1947). 
Benicia, Calif. (Feb. 20, 1948). 
Warner Robins, Ga. (Mar. 19, 1948). 


The Commission’s actions extending the privileges of active par- 
ticipation in local self-government of the above-listed communities 
to resident Federal officers or employees are subject to the following 
restrictions: 

(1) Federal officers and employees in the exercise of these privi- 
leges must not neglect their official duties and must not engage in 
nonlocal partisan political activities. 

(2) Federal officers and employces must not run for local office as 
candidates representing a political party or becoine involved in politi- 
cal management in connection with the campaign of a party candidate 
fox office. 

(3) F ederal officers and employees who are candidates for local 
elective office must run as independent candidates and must conduct 
their campaigns in a purely nonpartisan manner. 

(4) Federal officers and employees elected or appointed to local 
offices requiring full-time service must resign their positions with the 
Federal Government. If elected or appointed to offices requiring only 
part-time service they may accept and hold the same without relin- 
quishing their Federal employment provided the holding of such part- 
time office does not conflict or interfere with their duties as officers or 
employees of the Federal Government. The department or independent. 
agency in which Federal officers or employees are employed is the sole 
judge of whether or not the holding of the local office conflicts or inter- 
feres with their official duties as officers or employees of the Federal 
Government. 
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(5) The permission granted by the Commission to any particular 


community may be suspended or withdrawn by the Commission when 


in its opinion the activities resulting therefrom are or may become 
detrimental to the public interest or inimical to the proper cuforce- 
ment of the political-activily law and rules. 


VI. State Officers and Employees 


This publication deals primarily with the political-activily restric- ° 


tions applicable to Federal officers and employees. However, it should 
be mentioned that there are other provisions of the so-called Hatch 
Act that apply Federal political-activity restrictions to those officers 
and employees of a State, or local agency of a State, whose principal 
employment is in connection with an activity financed in whole or 
in pare by Federal loans or grants. These restrictions are also enforce- 
able by the United States Civil Service Commission. The following rule 
of jurisdiction has been adopted by the Commission in these cases: 
An officer or employee of a State or local agency is subject to 
the Act if, as a normal and foresecable incident to his principal 
job or position, he performs duties in connection with an activity 
financed in whole or in part by Federal loans or grants; otherwise 

he is not. 

The restrictions applicable to State or local agency officers and em- 
ployces falling within the scope of this rule of jurisdiction prohibit the 
following: 

(1) Use of official authority or influence for the purpose of interfering 
with an election or a nomination for office, or affecting the result 
thercof, 

(2) Directly or indirectly coercing, attempting to coerce, command- 
ing, or advising any other such officer or employee to pay, lend, or 
contribute any part of his salary or compensation or anything else of 
value to any party, committee, organization, agency, or person for 
political purposes. 

(3) Active participation in political management or in political 
campaigns. . 

The first two restrictions are self-explanatory and the third covers 
the same activities that are described in part IV of this pamphlet. 


VII. Federal Officers or Employees 
Holding Local Office 


While the Hatch Act and the civil-service rule prohibit Federal em- 
ployees from being candidates for local elective office except in the tn- 


-stances mentioned in part B, above, there also must be considered 
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those instances in which a Federal officer or employee wishes to accept 
an appointive office under a State cz local government or in which a 
Sinte or local officcholder wishes to accept Federal employment and 
does not wish to relinquish his State or local office or position. In these 
lattcr instances the mere holding of the local office in the absence of 
facts showing partisan political activity would not constitute a viola- 
tion of the Hatch Act; however, the terms of an Executive order dated 
January 17, 1873, must be applied. 


EXECUTIVE ORDER OF JANUARY 17, 1873 


In general, this order prohibits persons from accepting or holding any 
office or position under a State, Territorial, or municipal government 
at the same time thal they hold Federal civil office by appointment. 

Certain specific exceptions to this general prohibition are sct forth in 
the original order and in subsequent amending orders, and it has been 
ruled that unless a position or office is specifically listed as an exception, 
+t must be viewed as within the prohibitions of the order of 1873 (25 
Dec. Comp. Treas. 234). 

Also, during the period of the national emergency, Executive Order 
No. 8516 of August 15, 1940, is in effect, This order suspends and makes 
inoperative \!.¢ Executive order of January 17, 1878, insofar as the 
United States Civil Service Commission shall by regulation authorize 
appointments to positions directly concerned with the national defense. 
The Commission has by formal action under the authority of the Exec- 
utive order of August 15, 1940, decided that the Executive order of Jan- 
wary 17, 1873, is not to be applied to persons appointed subsequent 
to August 15, 1940, to positions declared by the Commission to be 
directly concerned with the national defense. 


Noru.—These Executive orders are no longer effective insofar as 
they conflict with the political-activity restrictions of section 9 
(2) of the Hatch Act, and are not to be construed as permitting 
officers and employees in the executive branch of the Federal 
Government to become candidates for any elective office that is 
to be filled in an clection-involving candidates who are either 
directly or indirectly representing a political party. 


The Executive order of January 17, 1873, is in full force and effect as 
applied to Federal employees holding positions not directly concerned 
with the national defense and to persons appointed to the Federal 
service prior to August 15, 1940. It reads as follows: 


Whereas it has been brought to the notice of the President of the United States 
that many persons holding civil office by appointment from him or otherwise under 
the Constitution and laws of the United States while holding such Federal positions 
accept offices under the authority of the States and Territories in which they reside 

. or of municipal corporations, under the charters and ordinanecs of such corpora~ 
tions, thereby assuming the duties of the State, Territorial, or municipal office at 
the same time that they are charged with the duties of the civil office held under 
Tederal authority: 

And whereas it is believed that, with but few exceptions, the holding of two such 
offices by the saime person is incompatible with a duc and faithful discharge of the 
duties of either offico; that it frequently gives rise to great inconvenicnce, and often’ 
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results in detriment to the public service; and, moreover, is not in harmony with 
the genius of the Government: 

Tn view of the premises, therefore, the President has deemed it proper thus and 
hereby to give public notice that, from and after the 4th day of March, A. D. 1873 
(except as herein specified), persons holding any Federal civil office by appointment, 
under the Constitution and laws of the United States will be expected, while hold- 
ing such office, not to aecept or hold any office under any State or Territorial pov. 
ernment, or under the charter or ordinanees of any municipal corporation; and, 
further, that the acceptance or continued holding of any such State, Territorial, or 
municipal office, whether cleetive or by appointment, by any person holding civil 
office as aforesaid under the Government of the United States, other than judicial 
offices under the Constitution of the United States, will be deemed a vacation of the 
Federal office held by such person, and will be taken to be and will be treated as a 
resignation by such Federal officer of his comunission or appointment in the service 
of the United States. 

The offices of justices of the peace, of notaries public, and of commissioners to 
take the acknowledgment of deeds, of bail, or to administer oaths, shall not be 
deemed within the purview of this order and are excepted from its Operation, and 
may be held by Federal officers, 

The appointment of deputy marshals of the United States may be conferred upon 
sheriffs or deputy sheriffs, Any deputy postinasters, the emoluments of whose office 
do not exceed $600 per annum, are also excepted from the operation of this order 
and may accept and hold appointments under State, Territorial, or municipal 
authority, provided the same be found not to interfere with the discharge of their 
dutics as postmasters. Heads of departments and other officers of the Government 
who have the appointment of subordinate officers are required to take notice of 
this order, and to see to the enforcement of its provisions and terms within the 
sphere of their respective departments or offices and as relates to the several persons 
holding appointments under them, respectively. 


INTERPRETATION OF ORDER OF JANUARY 17, 1878 


An Executive order of January 28, 1873, as amended by Executive 
order of August 27, 1933, is as follows: 

Inquiries having been made from various quarters as to the application of the 
Executive order issued on the 17th of January relating to the holding of State or 
municipal offices by persons holding civil offices under the Federal Government, 
the President directs the following reply to be made: 

It has been asked whether the order prohibits a Federal officer from holding also 
the office of an alderman or of a common councilman in a city, or of a town coun- 
cilman of a town or village, or of appointments under city, town, or village goverh- 
ments. By some it has been suggested that there may be distinction made in case 
the office be with or without salary or compensation. The city or town offices of the 
description referred to, by whatever names they may be locally known, whether 
held by election or by appointinent, and whether with or without salary or compen- 
sation, are of the class which the Executive order intends not to be held by persons 
holding Federal offices. 

It has been asked whether the order prohibits Federal officers from holding posi- 
tions on boards of education, school committees, public libraries, religious or 
eleemosynary institutions incorporated or established or sustained by State or 
municipal authority. Positions and Service on such-boards and committees, and 
professorships in colleges are not regarded as “offices” within the contemplation 
of the Executive order, but as employments or service in which all good citizens 
may be engaged without incompatibility and in many cases without necessary 
interference with any position which they may hold under the Federal Government. 
Officers of the Federal Government may therefore engage in such service, provided 
the attention required by such employment does not interf. ere with the regular and 
efficient discharge of the dutics of their office under the Federal Government, The 
head of the department under whom the Federal office is held will in all cases be 
the sole judge whether or not the employment does thus interfere, 
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The question has also been asked with regard to officers of the State militia, Con- 
gress having exercised the power conferred by the Constitution to provide for or- 
ganizing the militia, whieh is linble to be called forth to be employed in the service 
of the United States, and is thus, in some sense, under the control of the Gencral 
Government, and is, moreover, of the greatest value to the public, the Executive 
order of the 17th January is not considered as prohibiting Federal officers from 
being officers in the militin-in the States and Territorics. 

Tt has been asked whether the order prohibits persons holding office under the 
Federal Government being members of local or municipal fire departments, also 
whether it applies to mechanics employed by the day in the armories, arsenals, ane 
navy yards, cte., of the United States. Unpaid service in local or municipal fire 
departments is not regarded as an office within the intent of the executive order, 
and may be performed by Federal officers, provided it does not interfere with the 
regular and efficient discharge of the duties of the Federal office, of which the head 
of the department under which the office is held will in cach case be the judge. 

Mechanics and laborers employed by the day in armories, arsenals, navy yards, 
cte., and master workmen and others who hold appointments from the Government 
or from any department, whether for a fixed time or at the pleasure of the appoint- 
ing power, are embraced within the operation of the order. 


EXECUTIVE ORDER OF AUGUST 15, 1940 


This order, which suspends the prohibitions of the Executive order 
of January 17, 1878, as applied to certain national-defense appoint- 
ments and appointees, reads as follows: 


By virtue of and pursuant to the authority vested in me by section 1753 of the 
Revised Statutes of the United States (U. 8. C., title 5, sec. 631) and as President 
of the United States, it is ordered that the Executive order of January 17, 1873, as 
amended, prohibiting, with certain exceptions, Federal officers and employees 
from holding State, Territorial and municipal offices, be, and it is hereby, sus- 
pended and made inoperative insofar as the United States Civil Service Commis- 
sion, shall, by regulation, authorize appointments to positions directly concerned 
with national defense. 

The Commission has promulgated the following regulations to 
govern the application of the above-quoted Executive order: 

1. August 15, 1940, shall be considered as the effective date for application of 
Tixecutive Order 8516 and therefore the prohibitions of the Executive order of 
January 17, 1873, shall not be applied to persons appointed subsequent to August 
15, 1940, to positions directly concerned with the national defense. 

9, Executive Order 8516 shall apply with equal force and effect to Federal offi- 
cers or employees appointed subsequent to August 15, 1940, to State or local posi- 
tions directly connected with national defense and to State or local officers or em- 
ployees appointed subsequent to August 15, 1940, to Federal positions directly 
connected with national defense. 

3. (a) All Federal positions, appointments to which were governed by the War 
Service Regulations, shall be considered positions directly connected with national 
defense. 

(b) The applicability of Executive Order 8516 to State or local positions will be 
determined by the facts in cach particular case. 

4, Nothing in these regulations, nor in Executive Order 8516, shall be construed 
to permit the holding of a State or local position by a Federal officer or employee 
or the holding of a Federal position by an officer or employee of a State or local 
government, when such holding is prohibitied by the rules or regulations of the 

i department or agency wherein said officer or employee is employed, or when the 
Fe duties of the State or local position will conflict or interfere with the individual’s 
official duties as a Federal employee, provided that the employing department 

or agency will be considered as the sole judge in determining these factors. 

5. The tertus of Lxecutive Order 8516 are subject to the general political activity 
restrictions of section 4.1 of Civil Service Rule IV and the Hatch Act. Therefore the 


22 


oe Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


authority granted by the exceutive order can in no way be construed as authoriz- 
ing any person subjeet to such political activity restrictions to become a candidate 
for election or re-election to any public elective office which is to be filled in an 
clection involving parby candidates. 


EXECUTIVE ORDERS CREATING EXCEPTIONS TO THE 
EXECUTIVE ORDER OF JANUARY 17, 1873 


Federal employees are again cautioned that the authority conferred 
by these orders is subject to the general restrictions of the Hatch 
Act. Thus, these orders do not authorize Federal employees to be gan- 
didates for any elective office that is to be filled in an election in- 
volving party candidates for public office. 

A brief summarization of these orders is as follows: 


Employees of the Department of Agriculture.—Olflicers and employees of the 
Department of Agriculture are authorized to hold State and Territorial positions 
when such action is deemed necessary by the Sceretary of Agriculture to sccure a 
more cflicient administration (ixecutive order of June 26, 1907). 

Collectors of cotton statistics, Bureau of the Census.—Statc and county officials 
may he appointed special agents under Lhe Bureau of the Census for the collection 
of cotton statisties (xecutive order of August 4, 1909). 

Moderators of town meetings.—The temporary office of moderator of a town 
meeting and offices of a like character are excepted from the operation of the order 
of January 17, 1878 (Tixecutive order of August 24, 1912). 

Employees of the Reclamation Service and the National Park Service.—Em- 
ployees of the Reclamation Service and the National Park Service may, with the 
approval of the Secretary of the Interior, accept appointments as deputy State 
fish or game wardens, if no compensation is attached to the position (ixecutive 
order of July 9, 1914). 

Lighthouse Service—Laborers.—Laborers in charge of lights in the Lighthouse 
Service ° are excepted from the operation of the order of January 17, 1873 (Exee- 
utive order of October 6, 1915). ° 

Special agents, Department of Labor.—Persous holding State, Territorial, or 
municipal positions may be appointed as special agents when such action is deemed 
necessary by the Secretary of Labor to secure a more efficient administration of any 
law coming within the purview of the Department of Labor (Executive order of 
January 2, 1928). 

Employees of the Veterans’ Administration.—Officers and employees of the 
United States Vetcransg’ Administration serving in a medical capacity and on a 
part-time basis may with the consent of the Administrator hold State, county, or 
municipal positions in which employed in a medical capacity. Officers and employ- 
ees of the United States Veterans’ Administration may with the consent of the 
Administrator accept appointments under State, county, or municipal authority 
as deputy sheriffs (ixecutive order of August 6, 1924). 

Employees of the Alaska Railroad.—Employces of the Alaska Railroad, pérma- 
nently residing in municipalitics on the line of the railroad, are permitted to 
become candidates for and hold municipal office therein (Executive order of 
October 22, 1926). 

Appointments in the Department of Commerce.—Persons holding State, Terri- 


torial, or municipal positions may receive, unless prohibited by law, appointments - 


under the Department of Commerce when the Secretary of that Department 
deems such employment necessary to secure more efficient administration of the 
duties of his department (Executive order of July 3,1981). 

Officers of the Public Health Service.—Ofticers of the Public Health Service ° are 
permitted, upon recommendation of the Surgeon General of the Public Health 
Service, and the approval of the Secretary of the Treasury, to hold office in State, 
Territorial, or local health organizations, in order to cooperate with and aid State, 


6'The Lighthouse Service has been consolidated with the Coast Guard, Treasury Department. 
6 The Public Health Service is now under the Federal Security Agency. 
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Territorial, or local health departments; and State, Territorial, or local health 
oflicials or employees are permitted, unless prohibited by law, to hold office in the 
Public Health Service when the Surgeon General and the Scerctary of the Treasury 
deem such employment necessary to secure a more efficient administration of the 
duties imposed upon the Public Health Service (executive order of August 31, 
1931). . 

Officers under municipalities of the Virgin Islands.— Membership in the Colonial 
Council of the Municipality of St. Thomas and &t. John, or in the Colonial Council 
of the Municipality of St. Croix, Virgin Islands, being unremunerative positions, 
shall not be deemed disqualification for employment in the Federal service of the 
Virgin Islands, notwithstanding the Executive order of January 17, 1873, provided 
it does notinterfere with the efficient discharge of the duties of the Federal position, 
of which the head of the department under which the position is held will be the 
judge (Exccutive order of February 27, 1938). 

Employees of the National Park Service——Employces of the National Park 
Service are permitted, with the approval of the Secretary of the Interior, to accept 
appointments as deputy sheriffs under the laws of the States or Territories in which 
such employees may be on duty: Provided, That their services as such deputy 
sheriffs shall be without compensation and shall not in any manner interfere or 
conflict with the performance of their duties as employees of the National Park 
Service (ixceutive order of April 3, 1936). , 

Medical officers, Indian Service.—Officers and employces of the Indian Service, 
Department of the Interior, serving in a medical or sanitary capacity, either on a 
part-time or full-time basis, may hold, with the consent of the Seeretary of the 
Interior, State, county, or municipal positions of a similar character: Provided, 
That such services shall notin any manner interfere or conflict with the perform- 
anee of their duties as officers or employees of the Indian Service: And provided 
further, That there shall be no additional compensation when the Federal officer 
or employee is carried on a full-time basis (Executive order of May 13, 1936). 

District advisers in the Department of the Interior under the act of June 28, 
1934.—State, county, or municipal officers, when duly clected by qualified voters 
of a grazing district, may be appointed by the Secretary of the Interior to serve 
as district adviser under the act of June 28, 1934, (48 Stat. 1269), as amended by 
the act of July 14, 1939 (Public, No, 178, 76th Cong.), for intermittent duty, when 
the Secretary of the Interior deems such services necessary in the interest of 
grazing on public lands (Executive order of June 17, 1937). 

Immigration inspector, Department of Labor, Virgin Islands.—Officers and em- 
ployees of the Municipalities of St. Thomas and St, John or of the Municipality 
of St. Croix, Virgin Islands, may be appointed to the position of immigration 
inspector for the Virgin Islands (Jixecutive order of November 6, 1937). 

Employees of the Department of the Interior.—Officers and employees of the 
Interior Department, upon approval of the Secretary of the Interior, may hold 
office under State, Territorial, and municipal governments engaged in cooperative 
and related work with the Department, provided that the services to be per- 
formed pertain to such work and do nut interfere with the performance of the 
Federal dutics. State, Territorial, and municipal employees engaged in cooperative 
and related work with the Interior Department may be appointed in the Depart- 
ment of the Interior when the Secretary deems such employment necessary to 
secure more efficient administration of said work. Appointments of such officers 
and employces to positions subject to the civil-service laws must be made in accord- 
ance with such Jaws (executive order of January 21,1938). 

Employees of the United States Marshal for the Virgin Islands.—Any officer or 
employee of the police or prison departments of the Territorial and municipal 
governments of the Virgin Islands may be appointed to the position of deputy 
or any other position in the office of the United States Marshal for the Virgin 

‘ Islands (Iixecutive order of May 24,1938). 
Employees of the Division of Grazing, Department of the Interior Employees 
of the Division of Grazing. of the Department of the Interior, with the approval 
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of the Secretary, may accept appointment as deputy fire warden, deputy fish 
warden, or deputy game warden under the States in which such employees may 
be on duty, provided that their services in the State position are without compen- 
sition an’ ‘o not interfere with the performance of the duties of the Federal 
position .. .ccutive order of August 4, 1938), 

School teachers and instructors.—Officers and employees of the Federal Govern- 
ment may hold positions ag teachers or instructors in any State, Territorial, or 
municipal school or university, provided, that their holding of sueh position shall 
hot in any manner interfere or conflies with the performance of their duties during 
their regular hours of duty os officers or employees of the Federal Government 
(Executive order of April 11, 1940), 

Employees of the Social Security Board, Federal Security Agency.— Officers and 
employees of the Social Security Board, Federal Security Ageney, upon recom- 
mendation of the Board and approval of the Federal Security Admninistrator, may 
hold office under State, Terri torial, and municipal governments engaged in cooper- 
ative and related work with the Board, as authorized by Federal and Stete laws, 
provided that the services to be performed pertain to such work and do not in any 
manner interfere or conflict with the performance of the Federal duties. State, 
Territorial, and municipal officers or employees engaged in cooperative and related 
work with the Social Securi ty Board may accept appointment in and serve under 
the Social Security Board when the Board and the Administrator deem stich 
employment necessary to sccure a more efficient administration of the duties 
imposed upon the Social Security Board, provided that the appointment of any 
such officer or employee to a position subject to civil service laws under the Social 
Security Board shall be made in accordance with civil service laws, rules, and 
regulations (Executive order of April 29, 1940). 

Employees of the Bureau of Reclamation, Department of the Interior.—Em- 
ployees of the Bureau of Reclamation, with the approval of the Scerctary of the 
Interior, may accept appointments as constables or deputy sheriffs under the laws 
of the States or Territories in which such employees may be on duty, provided 
that their services as such constables or deputy she-iffs shall be without compen- 
sation and shall not in any manner interfere or conflict with the performance of 
their duties as employees of the Bureau ot Reclamation (Executive order of April 
28, 1947). 

Employees of the United States Atomic Energy Commission.—Officers and em- 
ployces of the Atomic Energy Commission, with the approval of the General 
Manager thereof or one of his designees, may hold State or local Offices, under the 
laws of the States in which such employees may be on duty, provided that the 
General Manager or his designee shall determine in each instance that holding 
such office shall not in any manner interfere or conflict with the performance of 
the duties of such persons as employees of the Commission (Executive order of 
March 15, 1949). 

Offices under municipality of Norris, Tennessee.—Officers and employees of 
departments, offices, and agencics, including corporations, in or under the execu- 
tive branch of the Government of the United States who are residents of the 
City of Norris, Tenn., may hold municipal office under the laws of the State 
of Tennessee and the applicable laws and ordinances of the City of N orris, Tenn., 
provided that in each instance the Federal agency concerned shall approve the 
holding of such office by the Federal officer or employee involved and shall deter- 
mine that the holding of such office will not in ay manner interfere or conflict 
with the performance of the duties of such person as an Officer or employee of the 
Federal Government (Executive order of May 6, 1949). 


Norr.—Utilization of service of State aid local officers.—The heads 
of a number of Federal agencics are authorized by specific 
statutes to employ the services of State and local officers. 
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VILL. Criminal Law Vioiations and 
Related Subjects 


In addition to being restricted by the act of August 2, 1939 (as 
amended), civil-service rules, Exceutive orders, and departmental 
regulations, the freedom of officers and employees of the executive 
civil service to engage in polities is limited by a number of statutes. 
These statutes are generally applicable to all officers and employees 
of the United States, whether or not in the competitive service, and, 
in some cases, the language of the statute is sufliciently broad to in- 
clude any person receiving compensation for services from money 
derived from the Treasury | of the United States, and other persons. 
These statutes are set forth in the following sections. Some of the 
activities prohibited under penalty of finc and imprisonment are: 

(1) Solicitation or receipt of political contributions by one officer 
or employee from another. 

(2) Tho giving or handing over of a political contribution by one 
employee to another. 

(3) Solicitation or receipt of political contributions in a Federal 
building by any person, whether or not an employee of the Govern- 
ment. 

(4) Solicitation or receipt by any person of political contributions 
from any person receiving any benefit under any act of Congress 
appropriating funds for relief. 

(5) Solicitation or receipt of any thing of value, either for per- 
sonal reward or as a political contribution, in return for the promise 
to use, or the use of, influence to secure an appem tive office under 
the United States. 

(6) Payment or the offer of payment for the use of influence in 
securing appointive office under the United States. 

(7) Promising employment, compensation, or other benefit made 
possible by act of Congress as consideration or reward foi political 
activity. 

(8) Discrimination by an officer or employee in favor of, or against, 
another officer or employee on account of political contributions. 

(9) Depriving any person on account of race, creed, color, or politi- 
cal activity, of compensation or other benefit made possible by any 
act of Congress appropriating funds for relief. 

(10) Disclosure for political purposes of any list or names of per- 
sons receiving benefits under an act of Congress appropriating funds 
for relief and the receipt of such a list or names for political purposes. 


POLITICAL ASSESSMENTS 
ar Solicitation of Political Contributions 
The United States Code, title 18, section 602, reads as follows: 


Whoever, being a Senator or Representative in, or De} ate or Resident Com- 
missioner to, or a candidate for Congress, or individi.1 elected as, Senator, 
Representative, Delegate, or Resident Commissioner, or an officer or employee 
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of the United States or any acpartment or agency thereof, or & person recoiving 
any salary or compensation for services from money derived from the ‘Treasury 
of the United States, direetly or indivectly solicits, receives, or is in any manner 
concerned in soliciting or reeciving, any assessment, subseription, or contribution 
for any political purpose whatever from any other such officer, employee, or 
person, shall be fined not more than $5,000 or imprisoned not more than three 
years, or both. 
Solicitation From Benefit Recipients 


The United States Code, title 18, section 604, reads as [ollows: 

Whoever solicits or reecives or is in any manner concerned in soliciting or recciv- 
ing any assessment, subseription, or contribution for any political purpose from 
any person known by him to be entitled to, or receiving compensation, employ- 
ment, or other benefit provided for or made possible by any Act of Congress ap- 
propriating funds for work relief or relief! purposes, shall be fined not more than 
$1,000 or imprisoned not more than one year, or both, 


Parnishing List of Benefit, Recipients 


The United States Code, title 18, section 605, reads as follows: 

Whoever, for political purposes, furnishes or discloses any list or names of 
persons recciving compensation, employment or benefits provided for or made 
possible by any Act of Congress appropriating, or authorizing the appropriation 
of funds for work relief or relief purposes, to a political candidate, committee, cam- 
paign manager, or to any person for delivery to a political candidate, committee 
or campaign manager; and 

Whoever reccives any such list or names for political purposes— 

Shall be fined not more than $1,000 or imprisoned not more than one year, or 
both, 


Cireulars of Solicitation Bearing Names of Federal Employees 


In an opinion of October 17, 1902 (24 Op. 133), the Attorney General 
held that the sending of a circular letter bya political committee to 
Federal officers and employees soliciting financial aid in Congressional 
or State elections, upon or attached to which appear the names of #ed- 
eral officers or cmployces, is a violation of section 11 of the Civil 
Service Act (now sec. 602, title 18, of the U. S. Code), which declares 
that no officer or employee of the Government shall be in any manner 
concerned in soliciting or receiving any assessment or contribution for 
any political purpose whatever from any ollicer or employce of the 
United States. The statute unquestionably condemns all such circulars, 
notwithstanding the particular form of words adopted, in order to show 
a request rather than a demand, and to give the responses a quasi- 
voluntary character. 


‘Political Assessments” Defined 


The following is an extract from the decision in United States v. 

Scott (74. Fed. 213), in the Cireuit Court of the District of Kentucky, 

' . rendered October 7, 1895, by Taft, J.: 

To charge a man with soliciting a contribution from United States oMficers for a 
political purpose carries with it by implication a charge that the accused knew the 
purpose for which the contribution was solicited. The words ‘for a political pur- 

: pose” may reasonably be construed to qualify not only the contribution but the 

i : solicitation. Similarly, to charge that a man reccived from another his contribution 

for a political purpose, by implication charges that the reception was for the same 
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purpose as the contribution, * * * Nor was it necessary to set out the specific 
averment that the defendant knew that the persons from whom the contributions 
were received were officers of the United States, 

The following extract is from the decision rendered by McCall, J., 
in the case of Gruited Stales v. Dutro, L, W., 1913, Western District of 
Tennessee (unreported): 

The statute under which the indictment was found prohibits (and T shall speak 
of this conerete ense) the postmaster ab Memphis, Tenn, from receiving, or being 
in any manner concerned in receiving, any assessment, subscription, or contribue 
tion for any political purpose whatever from any official, clerk, or employee of the 
United States. 

There are four counts in the indiehment, Two of them charge the defendant with 
receiving subscriptions and contrbutions for political purposes from an officer, 
clerk, or employee of the United States, and tave of them ebarge defendant with 
being concerned in reeciving such assessment or subseription for political purposes 
from a elerk or employee of the United States, 

tividently one of the purposes of Congress in enacting the legistation was to 
prohibit: superior officers from bringing pressure to bear upon their subordinates 
in order to secure contributions for campaign purposes, and the act is eouched in 
very broad terms, 

This evidence Qvhich so far is uncontradieled) shows that the defendant, 
Mr. Dutra, did reeeive two contributions for campaign purposes from an officer or 
clerk or employee of the United States. Whatever may have been Mr. -‘Dutro’s 
frame of mind in regard to his connection with it, the one fact remains, as the evi- 
dence shows, that he received these contributions for the purposes and from the 
parties which the law prohibits. Perhaps and no doubt he did su without any 
thought that he was violating any statute, and felt that he was acting purely as a 
conveyor of these contributions to the politival parties for whom. they were in- 
tended, to accommodate these who were making the contributions, and purely as 
a personal matter, but J ¢hink under the evidence his action was in violation of 
the statute, 

The other two counts, as T have pointed out, charge the defendant with being 
concerned in receiving assessments, subscriptions, or contributions for campaign 
purposes from a clerk, employee, or officer of the United States, There is a contro- 
versy here between counsel as to what the word “eoncerned” means, rom what 
the law books say which have been read here, and from my own impression, it 
seems that the word “concerned” means to be interested in, or take part in, receiv. 
ing such contributions. Tf Mr. Dutro, by his connection with these two subscrip- 
tions, took a part in the contribertions being made by employees of the Government 
for campaign purposes, he would be guilty. ] think the natural construction of the 
phrase or term.or word necessarily leads to the conclusion that he did take a part jn 
reeciving the contributions, because he reecived and conveyed them from the con- 
tributors to the parties for whom they were intended, and, as the proof so far shows, 
he knew that the parties who were making the contributions were clerks under him 
in the Post Office Departinent, and he knew the purpose for which the money was 
to be used and where it was to go, 


The foregoing case definitely establishes the principle that an 
employee of the Government who receives a political contribution 
from another such employee as a mere agent or messenger for the 
purpose of turning it over to a political organization commils a 
violation of the statute. 

Solicitation or Receipt of Political Contributions in 
Federal Buildings 

The United States Code, title 18, section 603, reads as follows: 

Whoever, in any room or building occupied in the discharge of official dutics by 
any person mentioned in section 602 of this title, or in any navy yard, fort, or 
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srsemu, solicits or reecives any contribution of money or other thing of vatue for 
any political purpose from any such person, shall be fined not more than $5,000 
or imprisoned not more than Ghree years, or both, 


Letters Addressed to Federal Buildings 


The Commission by a minute of March 28, 1897, held that address- 
ing a letter to» Government employee in a Government building 
soliciting political contributions is a solicitation in that building, but 
notwithstanding numerous violations no opportunity arose of having 
the question judicially determined until 1907, when an indictment 
was obtained against Edward 5. Thayer at Dallas, Tex. A demurrer 
to the indictment was sustained on the ground that the act required 
the personal presence in the Government building of the solicitor. 
Appeal was taken to the Supreme Court, and the judgment of the 
lower court was reversed, (United States v. Thayer, 209 U.S. 39.) The 
opinion of the Court, delivered by Justice Holmes on March 9, 1908, 
establishes definitely the proposition that solicitation by letter or cir- 
cular addvessed to and delivered by mail or otherwise to an officer or 
employee of the United States at the office or building in which he is 
employed in the discharge of his official duties is a solicitation “in a 
room or building” within the meaning of this section, the solicitation 
taking place where the letter was received. (Sec also United States v. 
Smith, 163 Fed., 926, where the letter was personally delivered.) 


Letters Delivered in Federal Buildings 


} The Commission holds that the sending through the mails of letters 
to Government employees soliciting political contributions, their 
: street or home address being omitted from the envelopes with the 
result that the letters are delivered by the postal authorities in the 
Government building in which they are employed, constitutes a viola- 
tion of section 603 of the Code. It is a maxim of the law that a person 
is presumed to intend the natural and probable consequences of his 
acts, and failure or omission to take measures to avoid delivery of such 
letters in a Government building will render the offender liable to 
. prosecution, 


Diserimination on Account of Political Contributions 
The United States Code, title 18, section 606, reads as follows: 


Whoever, being one of the officers or employees of the United States mentioned 
in section 602 of this title, discharges, or promotes, or degrades, or in any manner 
changes the official rank or compensation of any other officer or employee, or 
promises or threatens so to do, for giving or withholding or neglecting to make any 
contribution of money or other valuable thing for any political purpose, shall be 
fined not more than $5,000 or imprisoned not more than three years, or both. 


Payment of Political Contributions by One Employee to Another 


The United States Code, title 18, section 607, reads as follows: 
Whoever, being an officer, clerk, or Other person in the service of the United 
States or any department or agency thercof, directly or indirectly gives or hands 


. over to any other officer, clerk, or person in the service of the United States, or 
to any Senator or Meimber of or Delegate 40 Congress, or Resident Commissioner, 
i 
4 
it 
f 

i 
| 
| a 
q] 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


any money or other valuable thing on account of or to be applied to the promotion 
of any political object, shall be fined not more than $5,000 or imprisoned not 
more than three years, or both. 


POLITICAL COERCION 


Section 2, clause second, of the Civil Service Act directs that the 
civil-service rules “shall provide and declare as nearly as the condi- 
tions of good administration will warrant, as follows: * * * 
Sixth. That no person in said service has any right to use his official 
authority or influence to cocree the political action of any person or 
body.” In pursuance of this section, Civil Service Rule IV, section 
4.1, provides, in part, that ‘Persons in the executive branch * * * 
shall not use their official authority or influence for the purpose of 
interfering with an election or affecting the result thereof.” This pro- 
vision applies to all persons in the executive civil service, and is held 
to prohibit a superior officer from requesting or requiring the rendi- 
tion of any political service or the performance of political work of 
any sort by subordinates. 


Intimidation and Coercion of Voters in Elections 
of Certain Officers 


The United States Code, title 18, section 594, reads as follows: 


Whoever intimidates, threatens, coerces, or attempts to intimidate, threaten, 
or coerce, any other person for the purpose of interfering with the right of such 
other person to vote or to vote as he may choose, or of causing such other person 
to vote for, or not to vote for, any candidate for the office of President, Vice Presi- 
dent, Presidential clector, Member of the Senate, or Member of the House of Rep- 
rescntatives, Delegates or Commissioners fre; the Territories and Possessions, 
at any election held solely-or in part for the . .rpose of electing such candidate, 
shall be fined not more than $1,000 or imprisoned not more than one year, or both, 


Administrative Employees of United States or Any State 
Use of Official Authority To Influence Elections 


The United States Code, title 18, section 595, reads as follows: 


Whoever, being 2 person employed in any administrative position by the United 
States, or by any department or agency thereof, or by the District of Columbia or 
any agency or instrumentality thereof, or by any State, Territory, or Possession 
of the United States, or any political subdivision, municipality, or agency thereof, 
or agency of such political subdivision or municipality (including any corporation 
owned or controlled by any State, Territory, or Possession of the United States or 
by any such political subdivision, municipality, or agency), in connection with 
any activity which is financed in whole or in part by loans or grants made by the 
United States, or any department or agency thereof, use his official authority for 
the purpose of interfering with, or affecting, the nomination or the election of any 
candidate for the office of President, Vice President, Presidential elector, Member 
of the Senate, Member of the House of Representatives, or Delegate or Resident 
Commissioner from any Territory or Possession, shall be fined not more than 
$1,000 or imprisoned not more than one year, or both. 

This section shall not prohibit or make unlawful any act by any officer or 

. i employee of any educational or research institution, establishment, agency, or 
system which is supported in whole or in part by any State or political subdivision 
thereof, or by the District of Columbia or by any Territory or Possession of the 
United States; or by any recognized religious, philanthropic, or cultural organi- 
zation. 
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Use of Official Authority in Coercing Voters 
The United States Code, title 18, section 598, reads as follows: 


Whoever uses any part of any appropriation made by Congress for work relief, 
or for increasing employment by providing loans and grants for public-works 
projects, or exercises or administers any authority conferred by any Appropria- 
tion Act for the purpose of interfering with, restraining, or coercing any individ- 
val in the exercise of his right to vole at any clection, shall be fined not more than 
$1,000 or imprisoned not more than one year, or both. 


POLITICAL DISCRIMINATION 
Failure To Contribute or Render Political Service Not Prejudicial 
. Section 2, clause second, of the Civil Service Act reads as follows: 


Fifth, that no person in the public service is for that reason under any obliga- 
tions to contribute to any political fund, or to render any political service, and 
that he will not be remove or otherwise prejudiced for refusing to do so. 


Section 4 of the act of August 2, 1939, 53 Stal. 1147 (U.S. Code, 
title 18, section 61¢), reads as follows: 


It shall be unlawful for any person to deprive, attempt to deprive, or threaten 
to deprive, by any means, any person of any cinployment, position, work, compen- 
sation, or other benefit provided for or made possible by any act of Congress 
appropriating funds for work relief purposes, on account of race, creed, color, or 
any political activity, support of, ar opposition to any candidate or any political 
party in any election. 


Deprivation of Employment, Compensation, or Other Benefit 
"The United States Code, tille 18, section 601, reads as follows: 


Whoever, except as required by law, directly or indirectly, deprives, attempts 
to deprive, or threatens to deprive any person of any employment, position, work, 
compensation, or other benefit provided for or made possible by any Act of 
Congress appropriating funds for work relief or relief purposes, on account of 
race, ereed, color, or any political activity, support of, or opposition to any eandi- 
date or any political party in any clection, shall be fined not more than $1,000 
or imprisoned not more than one year, or both, 


Politics Not To Be Considered in Filling Vacancies 
Section 4.3 of Civil Service Rule LV reads as follows: 


In his diseretion an appointing officer may fill any position by appointment 
through the competitive system from a certificate of cligibles issued under author- 
iby of the Commission, or by promotion, demotion, reassignment, transfer, rein- 
statement, or restoration in accordance with the Civil Service Regulations. He 
shall exercise his diserction in all personnel actions solely on the basis of merit 
aid fitness and without regard to political or religious affiliations, marital status, 
or race. 


PURCHASE AND SALE OF PUBLIC OFFICE 
Offer To Procure Appointive Public Office 
The United States Code, title 18, section 214, reads as follows: 
Whoever pays or offers or promises any money or thing of value, to any person, 
firm, or corporation in consideration of the use or promise to use any influence 


to procure any appointive office or place under the United States for any person, 
shall be fined not more than $1,000 or imprisoned uot more than one year, or both. 
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Acceptance or Solicitation ‘lo Obtain Appointive Public Office 
The United States Code, title 18, section 215, reads as follows: 


Whoever solicits or receives, either as a political contribution, or for personal 
emolument, any money or thing of value, in consideration of the promise of 
support or use of influence in obtaining for any person any appointive office or 
place under the United States, shall be fined not more than $1,000 or imprisoned 
not more than one year, or both. . 


Promise of Employment, Compensation, or Other Benefit 
The United States Code, title 18, section 600, reads as follows: 


Whoever, directly, or indirectly, promises any employment, position, work, 
compensation, or other benefit, provided for or made possible in whole or in part 
by any Act of Congress, to any person as consideration, favor, or reward for any 
political activity or for the support of or opposition to any candidate or any 
political party in any clection, shall be fined not more than $1,000 or imprisoned 
not more than one year, or both. 


U.S, GOVERNMENT PRINTING OFFICE: 1982 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOTICH 


SUBJECT: Attendance at Geremonies in Honor of Her Majesty the Queen 
of the Netherlands and His Koyal Highness the Prince of the 
Netherlands. 


Ll. The following memorandum fron the White House » dated 25 March 
1952 is quoted below for your informeatiou: 


"THE WHITE HOUSE 
Washington 
TO UH HEADS OF EXECUTIVE DEPARTMENTS AND AGENCIES 


Ceremonies have been planned to pay tribute to Her Majesty the Queen 
of the Netherlands and Iis Royal. Highness the Prince of the Netherlands , 
who will arrive in Washington on Aprid second for the purpose of making an 
official visit to the United States. 


Her Majesty and His Royal Highness will arrive at the Military Air 
Transport Terminal, National Airport, at 4:00 p.m. on Wednesday, April. 
second, where there will be a brief ceremony. After er using the Memorial, 
Briage and rounding the Lincoln Memorial, they will proceed along Iwenty- 
third Street to Coustitution Avenue (expected to arrive at Constitution . 
Avenue at approximately 4:30 p.m.), cast on Constitution Avenue to Twelfth 
Street, north on welfth Street to Pennsylvania Avenue, west on Pennsylvania 
Avenue tu the District Building at Fourteenth Street and Pennsylvania 
Avenue, where they will be officially welcomed und presented with the key 
to the City of Washington. They will then continue alon: Pennsylvania 
Avenue tc Fifteenth Street, north on Fifteenth Street to Pennsylvania Avenue, 
west on Pennsylvania Avenue to the White House. 


It is desired that as many Government employees ai: possible have the 
opportunity to extend their greetings to Her Majesty and His Royal Highness. 
Fox the accomplishment of this purpose, the President nas indicated that the 
leads of the Departments and Agencies shall excuse from work those employees 
whose services can be spared, without charge to annuel leave » for such time 
as is required to greet Her Majesty and His Royal Highness on April second, 


/s/ DONALD S. DAWSON 


Administrative Assistant 
to the President 
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@. All employees whose services can be spared without unduly 
impaiving the operations of the Office concerned may be excused for such 
tine as is required for the accomplishment of this purpose. 


FOR THE DIRECTOR OF CENTRAL INTWLLIGENCE: 
25X1A 


WALTER REID WoL. 
Deputy Director 
(Administration) 
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THE WHITE HOUSE 
WASHINGTON 


March 25, i962 


TO THE HEADS OF EXECUTIVE DEPARTMENTS AND AGENCIES 


Ceremonies have been planned to pay tribute to Her 
Majesty the Queen of the Netherlands and His Royal Highness 
the Prince of the Netherlands, who will arrive in Washington 
on April second for the purpose of making an official visit 
to the United States. 


Her Majesty and His Royal Highness will arrive at 
the Misitary Air Transport Terminal, National Airport, at 
4:00 peme on Wednesday, April second, where there will be a 
brief ceremony. After crossing the Memorial Bridge and 
rounding the Lincoln Memorial, they will proceed along Twenty= 
third Street to Constitution Avenue (expected to arrive at 
Constitution Avenue at approximately 4:30 p.m.), east on 
Constitution Avenue to Twelfth Street, north on Twelfth Street 
to Pennsylvania Avenue, west on Pennsylvania Avenue to the 
District Building at Fourteenth Street and Pemsylvania Avenue, 
where they will be officially welcomed and presented with the 
key to the City of Washington. They will then continue along 
Pennsylvania Avenue to Fifteenth Street, north on Fifteenth 
Street to Pennsylvania Avenue, west on Pennsylvania Avenue to 
the White Housee 


It is desired that as many Government employees as 
possible have the opportunity to extend their greetings to 
Her Majesty and His Royal Highness. For the accomplishment 
of this purpose, the President has indicated that the Heads 
of the Departments and Agencies shall excuse from work those 
employees whose services can be spared, without charge to 


_ annual leave, for such time as is required to greet Her Majesty 


- and His Royal Highness on April seconde 


DONALD S. DAWSON 
Administrative Assistent 
to the President 
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COM IDEN IAL 
Security Tnuformation 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. Cc, 


NOTICH 31 March 1952 


25X1A | 


SUBJECT: Etticiency Ratings, Officers, 


lL. The importance of adequate and comprehensive reports of the 
efviciency of Army, Navy, Air Force, and Marine Corps Officers assipned. 
to CIA cannot be overemphasized, These reports are the principal return 
which an officer receives for his services in this organization, and ag 
such, they have a far-reaching effect upon his future as a member of 
his parent service, Anything less than thoughtful, fair and complete 
evaluation of officers, at times required by service procedures, is 
unacceptable, and can only ve considered a dereliction of supervisory 
responsibilities, 


2. The Chiey, Military Personnel Division, is responsible for 
monitoring the discharge of CIA obligations in this respect. He is 
charwed with notifying supervisors when ratings are duc, providing 
them with procedural guidance concerning current practices in the 
several services, and with forwarding completed reports to the 
appropriate agencies. 


3. In certain assignments, the organization of CIA will require 
that reports be rendered by civilian supervisors, or by officers of 
other services. This should not be permitted to influence the quality 
of the report in any way. Keports on Amny and Aiv Force Officers, 
whether prepared in letter form or otherwise, will be reviewed and 
endorsed by a senior military officer of the same parent service 
wherever possible hefore Yorwarding to the service agency concerned. 


4, It should be borne in mind that all supervisors, military 
and civilian, are themselves rated upon their ability to rate sub- 
ordinates. Hence all supervisors @re enjoined to consult published 
policies of CIA, and to familiarize themselves with information avail- 
able in the Military Personnel Divigion prior to accomplishing this 
essential function of personnel management. 


POR THE DIRECTOR OF CENTRAL INTELLIGENCE .7"* 


25X1A 


WALTER REID WOLF : 
Deputy Director ! 
(Administration) 
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Security Information 


y Office Memorandum’ + unurep states GOVERNMENT 


MPD-1/HHDH/rwe 
* Chief, Organization and Methods Service, DATE: Tyres & IQK? 


ATTN: [ER Room 200, 2210 F St., N.W. _ 


FROM : Chief, Military Personnel Division 


25X1A 


SUBJECT: Publication of CIA Regulation and Notice 


1. Attached hereto are approved drafts of a new CIA Reg- 
ulation HMM and a Notice from the Deputy Director (Admin- 
25X1A istration). Approval of both publications was effected by the 
DC/I, the DD/A, the DD/Personnel, and the Personnel Director on 
a memo from this office to the DD/A, subject: Officers! Efficiency 
Reports, dated 10 March 1952, Executive Registry No. 27120, 


2. It is requested that the new CIA Regulation MMM = 9 9 95x14 
be published for distribution to branch levels of Divisions. 


3. It is further requested that the Notice from the DD/A 
be properly numbered and published for the same distribution, tae 
with an additional 1000 copies prepared for this Division. \ 


FOR THE CHIEF, MILITARY PERSONNEL DIVISION: 


25X1A 


Attachments 
Capt., USAF © 
Adjutant 


wegen wth PICT A & 
CONFIDEN TAL 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


25X1A NOTICE 31 March 1952 
mez 
SUBJECT: Use of Agency Motor Pool Service 


1. The increase in the number of requests for transportation to 
the Central Motor Pool has reached such proportions that adequate service 
cannot be provided with present equipment and personnel. , 


2. To provide for the most economical and efficient use of all 
Agency vehicles and chauffeur personnel, it is necessary to revise the 
present policy and procedures with respect to the use of vehicles and 
chauffeur personnel, including those assigned to offices. 


3. Each Assistant Director and Office Chief willl immediately desig- 
nate a principal officer and one alternate to receive and handle all re- 
quests for local transportation originating within his Office. ‘The 
officer or his alternate will arrange for group riding where possible 
and whenever possible will arrange for the use of the vehicle and 
chauffeur assigned to his Office. When the vehicle and chauffeur assigned 
to his Office are not available, he will then request the Central Motor 
Pool to provide service. 


4, As a suggestion to promote group riding, employees having busines: 
outside of CIA in the same vicinity should whenever possible arrange their 
meetings at the same hour. 


2» It is requested that the names of all designees and their al- 
ternates be forwarded to the Chief, Administrative Service not later than 
4 April 1952. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 


: WALTER REID WOLF 
: Deputy Director 
: (Administration) 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


t 


ene NOTICE 9 April 1952 


SUBJECT: Submission of Requisitions Requiring Purchase Action 
Chargeable to Funds Expiring 30 June 1952 


1. To provide sufficient time for the orderly completion of 
purchase action on requisitions covering articles or supplies charpe- 
able to funds expiring 30 June 1952, all activities shall submit to 
the Procurement and Supply Office, requisitions requiring purchase 
action of the categories listed below on or before the date indicated 
opposite thereto: 


Type of Purchase Deadline Date for Submission 


Articles or supplies requiring 

all types of contract action 

by the Procurement and Supply CLASSIFIED - 15 April 1952 
Office, UNCLASSIFIED~ 1 May 1962 


25X1A a: supplies 1 April 1952 
will continue to fill requisitions from in stock 


items; however, their cut off date for FY-52 purchase was established 
in late March ag 1 April 1952). 


Other supplies and services not 
falling in above categories 1 June 1952 


i Based on work load conditions every effort will be made to 
process emergency requisitions received after the above dates. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


29X1A 


WALTER REID WOLF 7 
Deputy Director 
(Administration ) 
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omer: CONFIDENTIAL oa 
; SECURITY INFORMATION 
Office Memorandum ¢ UNITED STATES GOVERNMENT 


TO : Chief, Organization and Methods Service DATE: 


APR? \yo4 


FROM : Chief of Procurement and Supply 
SUBJECT: Request for Publication of CIA Notiee 
i. Forwarded herewith ie redraft of notice regarding the 


submission of requisitions requixing purchase action chargeable 
to funds expiring 30 June 1952, Your attention is called to the 


change in deadline date for submission of reauisttions for Iii” 25X1A 

equipment and supplies. This change was necessary inasmich ac ‘the 

cut off date of 1 April 1952 for FY-52 purchases from =a ails: 
25X1A MB was cetablished in late March, ie 


— Publication jn the form of a notice is lesired in order that 
all interested personnel will be advised regarding: deadline detes 
for submission of requisitions, The publication and distribution £ 
the notice at the earliest pogsible date ts requested : i 


25X1A 


Attachment, 


CONFIDENTIAL 


SEBURITY Igeene 
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Office Memorandum e UNITED STATES GOVERNMENT 


TO iGChief, Oregnnigeation and Methods Servier DATE: Hap hd $952 
: ‘ Te bs f wel ie Pa. 
FROM :Chie? of Procurement aad Sapply office 


SUBJECT: Request for Publication of OFA Netiee 


1. Forwarded herewith is dratt of noties resardinge the submisston 
of requisitions requiring purehase action chargeable in funds exnivine 
30 dame 1952, The usual rush to oblisnte all. the funds jeft in the 
fiseal year approvpiation rieht at the end of the vear, and the delay 
to the last few days on the art of some netivities in. som thine their 
requisitions, makes (i necessary that attached nothea be miblished. 

2. Publication In the form of a tottean is desived tn order that 
all interested personnel will be advised rescarding dendline dates for 
sutmission of requisitions. The publication and distribution of the 
nvtiee at the earliest possible date is requested. 


25X1A 


JAMES A. GARRISON 


Attachment 


MAR 27 1952 


4 
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CENERAL INDELLIGENCE AGENCY 
Wasuinton, D.C. 


25X1A WOLTCH 
eh Marah 1952 


SUBIMCT: 1952 Cancer Crusade 


L. The 1952 Cances Crusade for the Central Inteiligence 
Agency will begin cn 1 April and end 30 Apvis. Llybde. 


2, Cancer remtins the No. 2 killer in the nation, wath people 
of all ases being stricken by this dread disease. Money 16 uceded 
to carry on the intensive vescarch now beimus done in the hope that a 
cure can de found. 


3. It is hoped that all Agency employees will give to bnis 
worthy cause. Keymen will Le available in each Off.ce to receive 
contributions. ALL money received should be turned in to the Per- 
sonnel Relations Branch, Room 104, North Building, not later thar 
30 April 1952. 


YOR THE DIRECTOR OF CHITRAL INTELLIGENCE: 


WALTER REID WOLF / 
Deputy Director 
(Adininistration ) 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D.C, 


see NOTICE 24 Mareh 1952 


SULIECT; Relocation of Fiseall Division 


Ll. EHifective @9 March 1952, the Fiscal Divisicn (heretofore 
locaved in Quarters Eye) will oceupy te following offices in "I" 
Buildings 


OFFICE ROOM NO. TELEPHONE EXT, 


Office of the Chief 1060 532-3~-4 

Accounting Branch 1613 3402 3-4 

Claims Branch L609 566-7 

Travei Branch 1610 2514-5 

Payroll Branch 1601 2505-6-7 or 8153-4-5 
Fiscal Processing Branch 1062 2518-9 


2. Ail documents, including correspondence, notices, time and 
attendance reports, etc., destined for the Fiscu}, Division on or after 
e9 March 1952 should be addressed to the appropriate "I" Building lo- 
cation, 


FOR THE DIRECTOR OF CENTRAL INVELLIGENCE: sidan 
25X1A 


WALTER REID WOLD / 
Deputy Director 
(Administration) 


DISTRIBUTION NO. 3 
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NOTICE 
19 March 1952 


SUBJECT: Little Wagner Act 


le <A Bill currently before the Congress, Hy R, 55h, Imovm as 
the Little Wagner ‘Act, guarantees to representatives of Government 
employees, including unions, certain rights in negotiating and 
representing employees with Government agencies, Recently an amend- 
ment was adopted which exempts CIA and the FBI from such fuarantecs. 
This is in no sense discriminatory against unions, but is merely a 
normal security precaution similar to the exemption of CIA from the 
Classification Act, 


2o It may well be, however, that questions will arise concern 
ing the purpose and effect of this exemption, <Any inquiries on this 
subject, telephonic or otherwise, should be referred without discus< 
sion to the General Counsel, 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


—~ 


WALTER RWUID' WOLF,” ~ 
Deputy Director’ 
(Administration) 


DISTRIBUTION NO, 2 


RESTRICTED 
Security Information 


Approved For Release 2001/09/03 : SHRDE ST Oe reeooodoens000e2 


25X1A 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


RESTRICTED 
Security Information 


CRNTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


eo ele NOTICL 
S| Ly. Mareh 1952 


SUBJECT: New Location - Office of Training 


L. Effective 17 March 1952 all divisions and branches of 
the Office of Training located in Central Building, with the ex- 
ception of Orientation and Brieting Division, will be located in 
Wing 3 of Building "I". The Orientation and Briefing Division 
will remain in Room 117, Central Building. 


2, The Office of the Director of Training will be located in 
Room 1022, Building "I". 


FOR THE DIRECTOR OF CENTRAL INTELLIGERG BS 


WALTER REID WOLF 


Deputy Director * 


(Administration) 
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SLCRET 
Security Information 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. 0. 


mm NOTICE 
Lt; March 1952 


25X1A SUBJECT: (a) CIA Personnel Notices 


(b) Rescission of CIA Regulation =. 


1. CIA Notices announcing appointments and designation of 
CIA officials will hereafter be issued by the Personnel Office. 
Personnel Notices will be numbered consecutively and the number will 
OBX41A be preceded by the letter P, Notices No. P-1-52 and No. P-2~-52 have 
already been issued. 
2. CIA Regulation ee |: hereby rescinded and should 
be removed from the Manual. 


3. Additional copies of Personnel Notices may be obtained by 
contacting the Personnel Office, Extension 611. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: ~~~ 


WALTER REID WOLI 
Deputy Director 
(Administration) 


DISTRIBUTION; All Holders of the 
CIA Manual 


SECRET 
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CENTRAL INTELLIGHNCE AGENCY 
Washington, D. Cc, 


NOTICE 
25X1A 11 March 1952 


SUBJECT: Name Requests for Military Personnel 


1. Requests for military personnel by name will be discontinued, 


2. All requests Will be sent to the Chief, Military Personnel 
Division, and contain sufficient Position description and desired 
qualifications so that the Armed Services can nominate individuals to 
meet Agency requirements. 


3 Requests, in paragraph 2, above, 


may be accompanied by a 
Suggested name of an individua 


1 believed to meet requirements. 


FOR THE DIRECTOR oF CENTRAL INTELLIGENCE : 


25X1A 


WALTER REID WOLF,“ * 
Deputy Director ¢ 
(Administration) 
DISTRIBUTION NO, 2 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOTICE 
LO March 1952 


SUBJECT: Sixth Agency Orlentation Course 
REFERENCE: CIA Regulation No. i 


Ll. The Office of Training will conduct the Sixth Agency Orientation 
Course in the Department of Agriculture Auditorium (Fifth Wing, South 
Agriculture Building, Independence Avenue near Lith Street) trom 6 through 
ll April 1952. ‘The program will begin promptly at O900 hours and continue 
to 1200 hours on:-each of these days. Schedules for the Sixth Course will 
be sent to each Office for distribution to those nominated to attend. CIA 
badges must be shown to gain entrance to the auditorium. 


2. In accordance with CIA : the 


following policy governs attendance at the Agency Orientation Courses: 


a. Mandatory for all employees, Grade GS-5 (or its equivalent) 
and above, who have not attended or conpleted any previous Agency 
Orientation Course or TRC Staff Indoctrination Course. Accordingly, 
Office heads are directed to make their personnel available for one 
of these quarterly Orientation Courses at the earliest possible 
occasion. 


b. Office heads may nominate fully-cleared employees in GS-1 
provided such employees are assigned to positions requiring general 
knowledge of Agency organization and operations. 


ec. Office heads will submit to the Director of training, prior 
to 21 March 1952, the exact number of employees nominated to attend, 
within the quota assigned each Office by the Director of Training. 


3. a. No arrangements can be made for those attending the course 
to park in the vicinity of the South Agriculture Building. 


b. Special Capital Transit chartered busses will leave the 
"Loop" at th: north end of "M" Building at 0330 hours on the mornings 
of the cou:s: to take those persons whose offices are located in 
North, Centrul, South, "Q", "M", and adjacent buildings 
to the auditorium. They will make a return trip to this point each 
day at noontime. 


oes Be 
CONFIDENTIAL 
Security Information 
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ec. Special Capital Transit chartered busses will leave from 
Gate 9, in the rear of "K" Building, at 0830 hours euch mcrning of 
the course, to take persons whose offices are located in "I", "J", 
"K", and "L" Buildings, as well as "Quarters Hye" and adjacent 
Buildiugs, to the Auditoriun. 


ad. Special arrangements can be made for employees located ‘in other 
p & 


buildings. 


FOR THE DIRECLOR OF CENTRAL INTELL: 


25X1A 


WALTER REID WoL /’ 


Deputy Director ’ 


(Administration) 
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DRAFT 
cl 


Office Memorandum ° UNITED STATES GOVERNMENT 


TO 
FROM 


SUBJECT: 


VIA: 


Proposed CIA Notice Announcing the 
Sixth Agency Orientation Course 


l. It is recommended that the information in 


the attached draft be issued as a CIA Notice, 


MATTHEW BAIRD 


Attachment: Draft of Proposed CIA Notice, 
Subject: Agency Orientation Course 


GEAR 9 4859 


AR 


Deputy Director (Adminigstrat 

+ ° 
Chief, General Services eee ae ees 
Director of Training 


25X1A 


uv 
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CuNTRAL INTELLIGENCE AGENCY 
Washington, D.C. 


NOTICH 
2 March Lode 
SUBJLCT: Discontinuance of Saturdey Shuttle Busses 
f 

1. For the past sixty days the greatest mumber of passengers 
transported on shuttle busses on any particular Saturday averaged 
jess than one person per trip. In view of this fact, it is believed 
that adequate transportation ean be provided by the Motur Pool with- 
out the use of busses on baturdays. 


2. Accordingly, effective Seburday, 19 March 1952, personnel 
requiring transportation on Seturdays in connection with official 
business may obtain same by calling the Motor Pool, lxtension 684. 


3. Saturday shuttle bus service will be discontinued on this 
same date. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Pe La! Cob G , 
WALTER REID WOLF / : 
Deputy Director 

| (Administration) 
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EYANDARD FORM S10. 64 


Office Memorandum ¢ UNITED STATES GOVERNMENT 


TO : Chief, General Services DATE: 4 March 1952 
FROM : Chief, Administrative Service 


SUBJECT: Discontinuance of Saturday Shuttle Busses. 


1, Our records indicate that there were no passengers 
carried on any shuttle bus on Saturday, 3 March 1952. Like- 
wise, on Saturday, 23 February 1952, there were a total of 
four passengers all of whom were carried prior to 12:00 noon. 


2 We recommend that an Agency notice be issued notifying 
all. employees that the shuttle busses will be discontinued on 
Saturdays. lIimployees requiring transportation in connection with 
official business may obtain same by calling the Motor Pool, 
Extension 68). 


25X1A 


Enclosure 


NoTe- 
= oO 25X1A 
d: a 


MAR 5 95 


25X1A 
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CENTRAL INTELLIGENCE AGENCY 
Washington, DBD. C. 


NOTICHE 
& March 1952 


SUBJECT: Jury Duty 


l. Particular attention is called to CIA Regulation AoA 
paragraph K (2), which states in part: "It is Agency policy to en- 
courage jury service wherever pussible without serious interference 
with Agency operations,” 


from jury duty appears to be inconsistent with Agency policy and has 
resulted in the Agency's having an unfavorable record in the Courts, 


2. The number of personnel who have requested and been excused 


3. In the Cuture a request for excuse from jury duty will be 
submitted tc the General Sounse! by a Deputy Director, Assistant 
Director, or Office head only, and must contuin a snesific justifi- 
cation as to ow temporary loss of the individusl's services will 
"seriously interfere with Agency operations" and why other urrangements 
to avoid such interference cannot be made. 


FOR THE DIRECTOR OF CENTRAL INTELLIcMicr: <7" 25X1A 


WALTER RETD WOLF ie . 
Deputy Director 
(Administration) 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOvICH 
25X1A aes 8 March 1952 


SUBJECT: Agency Telenhone Directory 


1. The Administrative Service Office is required to issue the 
CIA Telephone Directory quarterly during the months of January, April, 
July. and October. 


2. The cut-off date for the April 1952 issue will be 20 March 1952, 
Additions, deletions or changes for the directory, as reported on Personnel 
Information Cards and received in the Machine Records Branch through 20 
March 1952, will be reflected in the April issue. 


3. The efficiency of the CIA telephone service and the accuracy 
of the CIA Telephone Directory is dependent upon cach Office reporting 
Seen required personnel locator intormation as outlined in CTIA Regulation No. 


FOR THE DIRECTOR OF CENTRAL INTRLLIGENCE: 


25X1A 


WALTER REID WOLF" 
Deputy Director ¢ 
(Administrtation) 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D.-v. 


25X1A NOTICE 7 Maven 1952 
SUBJECT: Use of Liquor din CIA Buildings. 


1. Comphiarce with the Public Buildings Service cules and 
remlations voveining public buildings and ground: by Ageney per- 
Sunnel is ulvected. A copy cf these rules and regulations is posted 
at the entrance to each Agency building. 


2. Particulars attention is invited to the following Palasraph: 
"7. USE OF LIQUORS UTC, Entering a public building or 
the driving of a motor vehicle in or on publie 
property by a person visibly under the Lovluence 
or an intesieating liquor or nareatie di Wig, OF 
tne consumption of such liquors or druss within 
@ public bujlding is prohibited." 
25X1A 
FOR THE DIRECTOR OF CuiN TRAY, INTELLIGENCE ; 


WALTWR RETD WoLE,” 
Deputy Director 
(Administration) 
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STANDARD FORM NO, 64 


Office Memorandum * UNITED STATES GOVERNMENT 


TO : Colonel White DATE: 7 February 1952 


FROM : General Counsel 


SUBJECT: Liquor in Agency Buildings 


‘le Reference is made to our conversation relating to Christmas 
parties, 

2€e A copy of the rules and regulations governing public build- 
ings and grounds, published by the Public Buildings Administration, 
is posted at the main entrances to all Agency buildings. In effect, 
they prohibit intoxicated persons from entering the buildings and 
prohibit the consumption of liquor within the buildings. The penalty 
established is a fine of not more than $50 or imprisonment for not 
more than thirty days or both 9 except that offenses committed against 
laws applying to the local area in which a public property is situated 
may be prosecuted in accordance with such laws, 

3 The regulation against liquor in public buildings is also 
contained in the proposed revision of the employee's handbook which 


is now in the process of review. 


0GC/JGO/imn 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOTICE 6 March 1952 


SUBJECT: Application of the Agency Pay Increase of 24 October 19451 
to Contract Personnel. - 


1. Although CIA is specifically exempted from the provisions of 
the Classification Act of 1949, the Director, as a matter of policy, 
has directed that the Agency adhere to the provisions of the Act 
insofar as possible. The recent legislative pay increase (P.L. 201) 
is an amendment to the Classification Act of 1949 and, as such, does 
not apply to CIA personnel. However, in accordance with previous 
policy, the Director approved similar increases for Agency employees 
effective 24 October 1951. 


e, This is not necessarily trve of persons engazed under con- 
tract by CIA. Many, if not mosh, af such persons are not employees 
but are independent contractors. Further, the services being rendered 
have not been classified in accordance witk the Classification Act of 
1949 as to appropriate grade level, The salaries being paid are ne- 
gotiated salaries and, in many instances, would be at variance with 
those prescribed for the positions had they been clasgified on a 
strict functional basis. Further, the qualifications of the incun- 
bents are frequently not appraisable in terms of the purely functional 
requirements of the positions. 


3. It is recognized, however, that certain persons engaged under 
contract may in fact be employees of CIA, may have been engaged at 
salary levels comparable to those at which the positions would have 
been classified, and, lastly, that the incumbents may be qualified 
to hold the positions. If such conditions prevail, it has been 
determined that these persons should receive the benefits cf the pay 
increase authorized for appointed employees. 


4. To secure this benefit for certain contract personnel, it 
will be necessary to do the following: 


a. Establish the fact that the individual is in fact 
an employee of CIA. This is a matter of actual relation- 
ship and not contractual terminology. 


be. Establish the GS grade level of the position in 
accordance with the standards of the Agency. 


~j- 
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c. Establish the fact that the individual is qualified 
to hold the position as classified. 


ad. Ensure that none of the provisions of the present 
contract are inconsistent with the established employee 
relationship. 


9» All Offices or Staffs which believe that certain of their con- 
tract personnel qualify as contract employees eligible for the authorized 
pay increase should submit a revision for the review and classification 
of specific contract positions. The review and necessary determinations 
and revisions of contracts will be made by the Special Contracting Offi- 
cer, Administrative Staff (Special) and designated representatives of 
the Personnel Office/CIA and the Operating Office. concerned. In 
addition to making the basic determinations, these officials shall 
determine the effective date of the application of the pay increase 
which, however, shall be not earlier than that authorized for appointed 
employees. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
25X1A 


‘ WALTER REID WOLP 
Deputy Director 
(Administration) 
¢ 
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CLNTRAG INGELLIGENCH AGENCY 
Washington, D. C. 


ZONA NOTICE 8 March 1952 


SUBJECT: Cable Trutfic 


L. At the present tinue the heaviest louds on the Cable Section 
of the Signal Center occur daily between the hours of 1.930 and 21350. 
This is especially true on Thursdays and Fridays. 

me In order to relieve this periodic conjestion, the following 
action will be taken by all offices initiating cables: 


a. "Deferred" precedence cables will be used whenever it 
is practicable to do so. (These cabies may be trausmitted by 
Signal Center in slack periods but in no case will be delayed 
longer thou le hours. Deferved precedence may be used on cubles 
when the addressee need only know the contents for background 
information.) 


b. Every effort must be mide to distribute the dispatch 
more evenly throughout the day and weck. Necessary coordination 
and approval of content will be expedited and when complete, 
dispaten will be effected without allowing accumulation for 
batch delivery to Signal Center at end of day or a "clearing 
of the docket" at weekend. 


YOR THE DIRECTOR OF CRNTRAL INTELLIGENCE: 


WALTER REID WOLF / 
Deputy Divector ¢ 
(Adininistration) 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D.C. 


NOTICH 
= ST th LL Mareh 195e 


SUBJECT: stamp Custodians 


1. Effective 1 April 1952, postaze stamps reuusred for use in 
CIA headquarters will be accounted for by the Chief, Central Mail Room. 


e. The Chief, Central Mail Koom is hereby designated Stanp Cus- 
todian, vice Stamp Custodians for the various Offices in CIA headyuarters. 


3. Retiring Stamp Custodians will transfer all postage stamps on 
hand as of 31 March 1952 to the Chief, Central Mail Room on ov about 
L April 1952. 


4. Revised CIA kegulation EJ Postese Stamps and CIA Regu- 
lation No. EMM Postage Stamp Controls, which cover postaye stamp 
accounting and procedures to become effective 1 April 1952, both in head- 
quarters and field stations will be disseminated within the next few days, 


FOR THE DIRECTOR OF CENTRAL INLELLIGENCE: 


WALTER faLD WOLF, 
Deputy Director’ 
(Administration) 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. Cc. 


aay 25 February 1952 


SUBJECT: 1952 American Red Cross Canpai.sn 


1. The 1952 Campaign for the American Red Cross will begin 
on 1 March 1952 and close 31 March 1952, 


&. The Red Cross has long been a national symbol of a "friend 
in need" in time of crisis. No disaster, however large or small, GOES 
unnoticed by this humanitarian organization. In addition, thousands 
of American servicemen and women have received aid and comfort from 
the Red Cross, 


3. Keyworkers will be available in each Office to assist in the - 
collection of funds. It is hoped that all Agency employees Will donate 
as generously as possivle so that the 1952 national goal of $85,000,000 14 
may be weached. 


FOR THE DIRECTOR oF CENTRAL INTELLIGENCE: 


ALTHR REID WO, 
Deputy Director 
(Administration) 
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CENTRAL INTELLIGENCE AGENCY 
WASHINGTON 25, D. C. 


NOTICE 
25X1A —— al 7 February 1952 


SUBJECT: 1952 Crippled Childrens! Campaign 


1. The 1952 Campaign for the D. C. Society for Crippled 
Children will begin in CIA on 15 February 1952, and end on 
10 March 195e. 


2. This is a completely voluntary organization which 
helps hundreds of crippled children receive proper diagnosis, 
therapy treatment, and preparation for school. 


3. It is hoped that all Agency employees will contribute 
to this worthy charity. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 


WALTER REID WOLF 
Deputy Director 
(Administration) 
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CFNTRAT, THTEL! TaFNCH AGHACY 
Washington, U. C. 


NOTICE 


25X1A 13 February 1952 
SURIECT; Grganization of the Office of Training 


Ll. Recent Agency orranizational changes have caused seme 
confusion as to the nomenclature and orginigational position of 
the Office of Training. The follovring information is given for 
your guidance: 

Ae The Office of Training (OTR) is in the Office of 
the Director of Central Intelligence, and the 
Director of Training (NTR), Colon]. hatbthew Baird, 
reports to the Denuty Director of Central Intelli- 


TENCE e 
G. The Office of training has two main subdivisions: 


(1) whe Office of Training Cicneval) (THO) undor 
y Direebor of Training (Gener 


‘al 


C 
the Doput 


» 25X1A 


(2) The Office of Training (Special) (7R3) under 
the Deputy Director of Training (Special), 


eons eT 


2, The Director of Training coordinates with the Deputy 
Director of Plans, or tris representative, all policy natters and 
requirements affecting the domestic training of personnel under 


the jurisdiction of the pp/P. 


ALTE Ye 
Deputy Dircetor 
of Central In*clligence 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOTICE ; 
25X1A ye = sl : 15 February 1952 


SUBJECT: Attendance at Professional Meetings. 


& 
It shall be the policy of this Agency to pay expenses of travel 
in connection with, and expenses incident to, attendance at meetings 
of professional, technical, scientific, and other similar organizations 
when such attendance would clearly be a benefit in the conduct of the 
work of the Agency, provided: 


a. Attendance at such meetings is on a highly selective 
basis. 


b. Meetings and personnel to attend are selected by 
Deputy Directors, Assistant Directors or Office heads. 


c. Travel costs and other expenses incident to attendance 
are kept to a minimum. 


d. Approval for attendance in each instance is obtained 
from the Assistant Deputy Director (Administration) - 
Inspection and security. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE; 


25X1A 


WALTHR REID WOLF 
Deputy Director 
(Administration) 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 
25X1A NOVICE 


| ; ‘ February 195 2 


SUBJECT: Procedure for Establishing and Changing Tables of 
Ouganization 


l. Offiee heads, in order to establish new or change existing tables 
of organization, shall set forth justification for their propossls accom. 
panied, when appropriate, by organizational churts, functional statements and 
statements of basic related procedures, 


2, All classified (including unzradud) positions, except positions 
under the jurisdiction of the Deputy Director (Plans ) authorized for pro~ 
jeets and foreign field stations shall be processed as follows: 


a. ‘Lhe request in quintuplicate shall be uddvessed to the 
Deputy Director (administration) and transinitted direct to the Chief 
of the Organization and Methods Service who will insure that the 
request is expeditiously coordinated and processed as indicated in 
paragraphs2. b and c, below, and in addition review as to; 


eS Soundness of organizational structure. 
(2) Needless duplication. 

(3) Adequacy of functional statements. 

(4) @ffectiveness of broad procedures. 


b. The Chief of the Organization and Methods Service will refer 
the proposal to: 


(1) ‘he Assistant Director (Personnel.) for classification 
review and comment as to Personnel Procurement. 


(2) The Comptroller for comment as to the evailability of 
funds and other uppropriate recommendation. 


(3) The Chiefs of Procurement and Administrative Service, 
as appropriate, if additional space, equipment, transportation, 
_ reproduction facilities, o2 othex special support are needed, for 
comment as to availability of such facilities or support. 


(4) The Denuty Director (Administration) for action, except 


as indicated in paragraph 2. d, below, together with signed cgn- wy 
currences or comments obtained during coordination. ) 


: Re \W 


25X1A 


) ) 


dl 
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ce. When approved, the Chief of the Organization and Methods 
Service will cffect reproduction and disseminabion of the tables 
of organization. 


d. Revisions involving only changes in position titles or 
grades may be effected through the concurrvences of the Office head 
concerned, the Assistant Director (Fersonnel) and the Comptroller, 
provided, however, that approval of the Deputy Director (Administration) 
is oltained on grade changes at the GS-16 ov GS-L7 level and provided 
also that the approval of the Director is obtained om grude changes 
at the GS-15 level. The Chief of the Organization and Methods Service 
Will arrange for the coordination, reproduction and dissemination of 
such changes upon receipt of # proposal, submitted in triplicate, from 
an Office head. 


FOR THE DIRECTOR OF CENTRAL INTULLIGENCE: 


25X1A 


i. K. WHILE 
Acting, Depuby Dineetor 
(Administration) 
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19 January 1952 


MEMORANDUM POR: Chief, Olfice of General Services 


SUBJECT : Travel of OST Personnel to Professional Meetings. 


RELPERENCH : Memo dtd 3 Jan 52 to DCT thru Dp/A fr AD/SI, sub: "Policy 
Question on Travel of OSI Personnel to Professional Meet- 
ings," 


wk Please draft a Notice announcing a policy which will. favorably in- 
a ee the request submitted in the referenced memorandum with the fol‘low~ 
ing limitations: 


Personnel should not be allowed to select profession- 
al meetings of their choice. 


No amouncement should be made of any stipulated num- 
ber of meetings to be attended in a given period. 


Assistant Directors should be held strictly respon- 
sible for insuring that: 


(1) Attendance at these meetings is on 
a highly selected basis. 


(2) Attendance will benefit CIA, as well . 
as the individual employees. 


Travel costs are held to a ma ot 


AD! epome~ 


L. K. WHITE 
ing Deputy Director 
(Admini stration) 
1 Att 
Listed in Ref. 
Ee ER CARES SE Jeng 
CO ba Boil Itoh 8 Rod ; 
iw f 
Poth 
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3 Jamary 1952 
MEMORANDUM FOR: Director of Central Intelligence 


THROUGH Deputy Director (Administration) 


SUBJECT Policy Question on Travel of OSI Personnel to 


Professional Meetings 


1. Public Law 110, Section LO, states: 


"(a) Notwithstanding any other provisions of law; sums 
made available to the Agency by appropriation or otherwise 
may be expended for purposes necessary to carry out its 
functions, including — 

(L) #4 % % 4% % subject to policies established by 
the Director, expenses of travel in connection with, 

and expenses incident to attendance at meetings of pro- 

fessional, technical, scientific, and other similar or- 

ganizations. when such attendance would be a benefit in 

the conduct of the work of the Agency; % % 2% % % ml 


2@e OSI at this time is submitting, to the Budget Office, a re- 
quest for an additional allocation of travel funds for the balance of 
FY-52 which includes $6985.00 for travel to professional, technical 
and scientific meetings. In this request it is indicated that no 
policy statement on this subject has been promulgated by the Director 
and that OSI will request approval in principle of current OSI policy 
from the Director as a basis for the allocation of travel funds for 
this purpose. 


3- It is felt that the proposed travel will be of benefit to 
CIA for the following reasons: 


a. The attendance of OSI personnel at -these meetings will 
help them to maintain their professional competency and to keep 
abreast of current developments in their fields; both of which 
are necessary if they are to properly evaluate foreign scientific 
and technical capabilities. 


be. In almost every other line of scientific endeavor the in- 
dividual, as part of his job, increases his knowledge of his 
specialized field and broadens his understanding of allied fields. 
The difficulty in maintaining contact with their specialities is 
a matter of continuing concern. to professional personnel in in- 
telligence work, Attendance at professional meetings will allevi- 
ate somewhat the loss in effectiveness occasioned by their relative 
isolation. aie 


VRE RRA eree sn Say ee 7 


4. In general, OSI plans on allowing each professional employee 
to attend one professional meeting of the individuals choice each year. 
An effort will be made to confine this travel to meetings on the East 
Coast insofar as is practicable. 


5s It is suggested that the policies noted above be approved in 
principle with the understanding that the specific funds requested for 
such travel will be considered in accordance with standard agency budget 


procedures e 
H. MARSHALL CHADWELL 
| Assistant Director 
Scientific Intelligence 
{ 
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Office Memorandum 2 UNITED STATES GOVERNMENT 


31 January 1952 


FROM : Comptroller 


SUBJECT: Proposed Procedure for Establishinys and Changing 
Tables of Organization 


H 
i 
: 
| TO : Acting Chief Organization and Methods DATE: 
| 
1. Your proposed procedure for establishing and changing 
| Tables of Organization has been reviewed and the following 
suggestions are offered: 

| (a) Due to the current need which is in line with the 
f limitation placed by the Bureau of tne Budget on 

| personnel services and to assure that each request 

is fully satisfied, it is sugeested that paragraph 

A. be strengthened to make clear the importance of 
adequate justification. Paragraph A. might be supple- 
mented as follows: 


"The justification should concisely but 
7 adequately indicate by division or activity 
necessary requirements which cannot be met 
with the present T/O authorization. ‘where 
1 applicable, data concerning backlog, actual 
and estimated work load trends, and any other 
objective data should be fumished which will 
be helpful in explaining the basis for the 
additional request. A table should be included 
7 with each proposed revision indicating by di- 
vision a comparison of the proposed T/O with 
the personnel on-duty and the present T/O." 


(b) That paragraph B. be rewritten as follows: 


"All classified (including ungraded) posi- 


vedere tions, except positions authorized for covert 
PUT ae projects and covert foreign field stations, 
ae shall be processed as follows:" 


(c) Eliminate from the second line of paragraph B. (2) (da) 
the words "and (5)". This will be in line with a later 
recommendation that paragraph B. (5) be eliminated in 
its entirety. 


(d) BEliminate from the last line of paragraph B. (l) the 
words "and those set forth in 25X1A: 
paragraph A", As paragraph A. 
with the preparation of personnel action from 37-3 and 
appears to have no connection with this matter. 
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(e) It is the opinion of the undersipned that paragraph 
is, B. (5) should be deleted in its entirety. All increases 
Bh ge in T/O should be approved by the DD/A. However, he may 
(* aed delegate to his deputies if he so desires the approval 
a of T/O's not exceeding whatever limitation he desires 
to make. 


(f) I do not concur with paragraph C. in its present form. 
The entire paragraph should be rewritten and provisions 


A made for review by the Comptroller's Office as limita- 
yee ae tions have been placed by the Bureau of the Budget on 
eS a funds and also on the number of positions contained in 
| _ \ the budget for overseas activities, It might be pre- 


ferable to eliminate this item entirely and treat it 
as a separate subject for later consideration. 


@ [It is the opinion of the undersigned that a separate 
and distinct procedure should be established for the requesting 
and approving of T/O slots for Grades 16 and 17. Grade 18 has 
been omitted since approval is required by the Director. Regula- 
25X1A MEME provides for the approval and processing of personnel 
actions once the positions or slots are established on the T/O's. 
I would like to suggest that a Board or Committee be established 
to review the present supergrade structure within the Agency and 
that this same or similar Board or Committee review and recommend 
axproval or disapproval of future requests for the establishing 
of positions in Grades 16 and 17. The Poard or Committee, if 
established, wovld perform similar functions to that which the 
Civil Service Commission now performs for all other Government 
Agencies in connection with the establishment of supergrades. 


25X1A 


KB. R. SAUNDERS 
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STANDARD FORM NO, G4 


Office Memorandum ‘¢ UNITED STATES GOVERNMENT 


TO ; Chief, Office of Ceneral Services DATE: ¢3 January 1952 


FROM :; Assistant Director (Personnel) 


SUBJECT: Proposed, Central Intelligence agency [TT 


It is recommended that the following Sections of the proposed 
Regulation be changed as indicated: 


Section 5.1 B (lh) 


T/O revisions involving only changes in title or grade may be 
effected by concurrences of the Assistant Director (Personnel) and 
the Comptroller; however, approval by the Deputy Director (Admini- 
stration) is required for classification of positions at the grade 
GS-16 and GS-17 level, and the approval of the Director at the grade 
GS-18 level. The Chief of the Organization and Methods Service will 
arrange for the reproduction and dissemination of such changes upon 
receipt of appropriately approved proposals from an Office head. 


Section 5.1 B (5) 


” 
7 


Section 5.1 ¢ (h) 


Changes involving only chssification action may be effected 
through mutual consent of the operating Office head and the Assistant 
Director (Personnel); however, the approval of the Deputy Director 
(Administration) is required for classification of positions at the 
grade GS-16 and CS-17 level, andthe approval of the Director at the 
gerade GS-18 level. 


Section 5.16 (5) 0” 

Proposals involving increases of less than four positions at the 
grade GS-15 level or below may be approved by the Office head concerned 
with the concurrence of the Assistant Director (Personnel). 


F,. TRUBEE DAVISON 
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CENTRAL INUELLIGENCH AGEUCY 
Washington, D. C. 
25X1A ae 
NOTICE 24 January 1952 


SUBJECT: Conservation of Critical Material. 


1. dn accordance with the provisions of Personal Property 
25X1A Managencnt QM issved by the General Services Adminis~ 
trution on 24 August 1950 stcel is considered to be a critical 
material and each ayency is directed to take nevessary action to 
keep to a minimun all procurement of items which utilize critical 
naterlal. 


2, Safe files and filing cabinets are becoming increasingly 
difficult to procure due to the extreme shortage of steel. In 
orde: to effect Letter utilization of existing equipment vitice 
neads will take such internal action as may be necessary to ensure 
that: 


a, Contents of safe files are of such security 
classification to warrant retention therein. 
| 


b. No expendable office supplies or unclassified 
meterial such as pamphlets, catalogs, bocks, etc., are 
stored in safe files. | 


c. ALL classified material of an obsolete nature 
ss transferred to the CIA Archives or destroyed in 
accordance with regulations issued by the lecords | 
Management and Distribution Branch of Administrative 
Service. 


ad. Filing equipment in excess of actual needs is 
reported to the appropriate Building Supply Officer. 


FOR THE DIRECTOR Ol CENTRAL INTELLIGENCE: o5X1A 


WALTER REID WOE, 
Deputy Director 
(Administration) 
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Office Memorandum ° UNITED STATES GOVERNMENT 


TO : Deputy Director (Administration) DATE: Al J iat 
FROM : Chief of Procurement 


SUBJECT: Request for Issuance of CLA Notice 


1. Due to the existing emergency and resulting steel 
Shortage, it is becoming increasingly difficult to meet the 
requests of the various activities of the Agency for safe 
files and filing cabinets. 


2. It is noted that there are presently 3,932 legal 
and 403 letter size safe files; and°982 legal and 51) letter 
size metal filing cabinets in use within the Washington area, 
It is the opinion of this Office that this number of safe 
files and filing cabinets would be adequate for the needs of 
all activities if they were properly utilized and distributed. 
It is therefore respectfully requested that the attached CLA 
Notice be published requiring each office to take such action 
internally as will bring about proper utilization and distri- 
bution. 


25X1A 


JAMES A. GARRISON 


Attachment 


f8 on 
lle 
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Assistant Deputy Director (Administration - 14 December 1951 


General) 
Chief, Administrative Services 


Request for Issuance of CIA Notice ~ Conservation of Safe Tiles 


With reference to the attached memorandum from Mr. Garrison, 
Subject: Request for Issuance of CIA Notice, Administrative Services 
has the following comments to make: 


1. As you suegested, this job is one involving records management 
with which Administrative Services is concerned. 


2, The records analysis program to date indicates that we can 
immediately recover a total of 70 filing cabilets in various categories 
and have to date disposed of material which was the equivalent of 174 


filing cabinets. The equipment in this case, however, was retained by the 


offices concerned. 


3. We have a detailed analysis of the records of each of the 
offices and are presently planning a complete records minagement survey 
to involve disposition of inactive material to the Archives or for 
destruction, which will result in the saving of considerable filing 
equipment. 


li, I suegzest that the vroposed Notice be rewritten on the basis 
of conservation of critical materials, and to request the offices to 
take such action internally as will bring about such conservation. The 
policing of this job, I think, should be done by the Records Management 
and Distribution Branch of Administrative Services. , 


CONCUR: 


—o 


for Advisor for Management 


MIM: lrv 

ce: iddvisor for Management 
Chief, Records Management and Distribution Branch, AS 
Chrono, AS 
Rec. Met. & Dist. Br. File, AS 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


295X1A 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


Deputy Director (Administration) 
Chief of Procurement 


Request for Issunnce of CIA Notice 


1. Due to the existing emergency and resulting steel shortage, 
it is becoming: increasingly difficult to meet the request of the 
various activities of the Agency for safe files, 


2. It is noted that there are presently 3,932 legal and /}02 
letter size safe files in use in the Washington arca. It is the 
opinion of this Office that this number of safe files would be ad= 
cquate for the needs of all activities if they were proverly uti- 
lized and distributed. It is therefore respectfully requested that 
the attached CIA Notice be published giving this Office the author~ 
ity to conduct a vhysical survey of 311 safe files and contents to 
determine that they are being proverly utilized. 


3. %It is further recommended that theCIA Safety Officer be 
requested to assist in said survey for the vurpose of determining 
whether or not safe files sare properly distributed in accordance 


with building construction. 


/s/ James &. Garrison 
JAMES A. GARRISON 


Attachment 
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CENTRAL INTHLIGEN CH AGE CY 
Washington, D. C. 


NOTICE NO. 


SUBJICT: Conservation of Safe Files 


1. Steel is a critical item and replenishment of equipment such 
as safe files is becoming: increasingly difficult. 


2. In order to effect sdequate utilization of sueh items, each 
activity will be responsible for examining the contents of each safe 
file within their Offices, to determine that: 


ae Contents thereof are of such security classification 
to warrant retention in a safe file. 


be No expendable office supplies such as memo paver, enve- 
lopes, desk trays, etc. and unclassified material such 
as panphlets, catalogues, books, etc. are stored there- 

in. 


ce, All classified material of an obsolete nature if trans- 
ferred to Archives or déstroyed in accordance with exist- 
ing regulations. 


d. Yo insure that the above requirements are complied with 
the Procurement Office will, in conjunction with Inspec- 
tion and Security, conduct ea physical survey or all safe 
files in the Washington area at which time tae contents 
of each safe file will be examined to detcimine that 
there is actual need for the use of such filing equipment. 
‘he Procurement Office is vested with the authority to 
effect the transfer of any safe files which are not being 
oroverly utilized, 


WALTER REID WOLF 
Deputy Director 
(Administration) 


DISTRIBUTION Wo. 4 
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Security Invornation 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. Gs 


)} February 1992 


25X1A NOTIC 


SUBJECT: Assignment of CIA Officers ac Students in Yeoartment of 
Defence Colleges and Schocls 


l. This Agency will regularly detail limited numbers of highly- . 
Qualified career officers as students at the following colleges and 
schools conducted by the Department of Defense: National War College; 
Industrial College of the Aimed Forces; Aie War Colleges Arny war 
Coliese; Naval Var Colleges frned Porces Staff Collere; Intelligones 
Staff Officer Course, Lir Command and Steff School; Maval Intelli- 
gence School; Strategic Intelligence School; Sounter-~Inte Lligence 
Corps School, 

° 

20 Attendance of CIA officers at these schools is desired 
and encouraged because of the bencfit to the individuals concerned 
and the development of closer relationships between officers of 
CI’ and the other Services, 


3e Officers of this Agency will be given the opportunity to 
apply for any of the schools listed in parserzph | well in advance 
of the opening dates, Requests will be submitted throurh the Office 
Head concerned, who will cnderse cach application with an appro- 
priate statement and recommendations, Indispensability will be 
urged only in cxtreme cases, and in such event the finnal decision 
will be made by the Director, When 2 qualtfind applicant is 
prevented from attending a school because of the exigencizs of 
the service, his name will be placed on an eligible list and he 
will be assigned to a subsequent course, 


h. The same opportunity to apply for these schools will be 
given to officers overseas and every attempt will be mode to notify 
those sclected at least six months in advance of the svarting date 
for the course in which they have been accepted. 


5. Detailed procedures governing applications and the selection 
of candidates will be published separately, 25X1A 


WALTER B, SIHITH 
Director 


CONFIDENTIAL 
Security Information 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C, 


25X1A rere 
pees | 10 January 1952 


SUBJECT: Voluntary Contributions 


1. 1952 finds us conducting two membership drives for de- 
serving causes. The first is the Metropolitan Police Boys! Club. 


@. This year the goal of this campaign is 150,G00 
memberships which must be met if the Club's program is 
to be continued. The Boys' Club is not a member of the 
Community Chest. a 


2. The second drive for funds is the March of Dimes, the 
organized fight asainst Infantile Paralysis. 


&. Money collected for this is used fox research and : 
treatment of those afflicted by this dread crippler. 


3. Both campaigns for CIA employees will begin 15 January 
and close 31 January Lo5e. 


4. Keyworkers in each Division will be available to receive 
contributions for these drives. Contributions may be counted as 
allowable deductions on next year's income tax returns. 


25X1A 
FOR THE DIRECLOR OF CENTRAL INTELLIGENCE: / 


WALTER REID WOLF ~ 
Deputy Director “ 
(Administration) 


DISTRIBUTION NO. & 
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CONTRAL INT LLECLIC: AG UNCY 
Washineton, 0. C, 


NOSICE 16 dJanuriy 196 


SUBILOT:  Disnuiesal during hasardous weather. 


1. The foilowing ve:orencaw. from the White House, dated 
9 January 1962, is quoted below for your inforation, guidance and 
co pvlilance: 


"TH Vib duse 
wach neton 


NO Ts rah BCU PE gu dake TS bhi; ACECLUS: 
Extraordinarily hasardous snow and sleet corditiens in 
the etropolitan wac-hineson arca have on occasion warranted the 
COPLEY re heage soit @ gleecd in corocr thes Chie ee home 
saicly an. at a reasoneble hour. MOWEeVET , a fenesal 
Gamiissal so conrests beatiie, there is a ne.d for ccordination 
throvehout the entire Feceval cot S nt an thos ares ai order 
that the oursose of eariy relesce will not be GeLéeaved. 


nwt 
Ti 
cr 
t 
-_ 


ae avteched poliey for control of. ¢ plovee. cis: issals 
unaer hasardous traviie conditions in HAS Ene GON wos developed 
by the Feaercl versonncl Council, LM Cocperation wzita the Lisbrict 
of Goluvbie Goverment. the President asks thet each desawvtincnt 
ond arcner Lollow is as peneral Gove PRsene POLLer. 


ee Bana an) 


y 


poiley vakes use of the ivverular POLGESe hours 
alroacs in exicet so that a peak Loan will not be a. nesed upon 
bYengoea se Lion seeclibies beiove those reaciiacies ain priovtscéd to 
acco. oante the Load. It ciso kl Pperokt ‘one Ciacetive utiliga- 
tion of snow recovel equap ent. 


/s/ 
bur. $. bawsun 
Aavinistrative Assistant 
to the President": 


2e° A copy of the policy rcleased by the Federal Personnel 


Council, reierreda to in perapraph 2 or the siemoranuur: quoted above ’ 
is attached, 
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PLingG lL Parsor wit COUNCIL 
United Seotes!Civil Serwice Co. ission 
1826 K reese Mewe 
Washington 25, D.C. 


25 approved or the Couneil 
ueceh bel Qu, OSL 


CUMnea OF Als Tosen8 DOT G BAgAa US Wad 


ee erties eee nee 


Ty WAS LA BOLO. 


Treiizie conditions in the weshaneton Letropoliosi avea are 
cuisielenilir conmatec under the beat of weather conc:tuons to ake 
yroble..s ef tro.svortction to and fro: work ei consiuerable 1: portance. 
When such congestion is co pounded sy sevare snow or icing conaztions 
on sects, hielriays, gnu beiders, trassic beco..cs unusually denrerous 
to saicty enc health. is the lerrect 6 plover in tne setropolitan 
erea, it is inew.vent ugon the Federal Govein sent to take sowe positive 
stexs to control and put on an orderly basis sioup disussals of 
enploye.s whenever snow or icing conditions are suriiciently serious 
to warsant such action. 


For this purpose, the Council recoi.cnds the followines 
policy cn this sucjects 


1. No earl» diswissels of Federal emplojics uccause 
of winter eae conantions in the wasnuncton 
aca uLil Ue wece excejt under the provisions 
of tate poruci. 


2. arly dississals of Pedeval enpleyiss will 
‘contingent upon a ccter. ination pace Of the 
vistrict of Colu via Lirector of Vehivics and 
Twatiic, as authorised wr the District Oo .is- 
s.oners. This dccision will be basec upon a 
finding that the condition of strects and aLchways 
in the mevropoiitan ares. is or sill be such that 
early stagcercd disissals of evployers would 
reduce the pow sibility of seri OUS and hazai dous 
bratiie concretion. 


3e On any day on whieh severe snow or icine conditions 
exist or aueais te be wn prorvess, the Lirector of . 
Vehicles 2na Tyeiise will notify; the wederal 
Porsennel Council » oe or not eratiy disi issals 
are warvancved. Ii disiissals arc proposed, the 
Durector will ear the spccizic bine in auvance 
of regulir closing hours to be followed. 


a (OVisit) 
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he The Couneil staid will, by tcleohene, infor) 
the personnel, dirsetors of each Copariecat and 
Ofcner as ee as possible ef this aeeision. 
t£ the ccersien calls tor early dissisenl, ereh 
epoeb wut or arene showkd disniss withen t, 
chases te annual lecve ag nary OL Lbs &..pleyees 
au avacticanle for the socei:ied period orier 
toe the avnev's normal elcosine Cire. 


de Laan cdeus verther conditions estan or develope 
nner Cre Lois an ¢ ploweo ts rerwlar wok hours 
Gould oy ee rily “e the basig for chs.nee 
Prey “Tork Dut ae 18 PCOOr. xarhute Geb. tego 
Meno OF arvneies eeuse bterdinesas genuine Ley 


OCCA DY such weather. 


5 In view ox the autoretio genbures of tiuds policy 
anu Un erucr to aveiu conve stion on the VeLe plone 
lines anc vaste of 1 MaANSOWEr, 26 is urecd: 

Ceo i ployecs mirain frov Galleie tora 
Ost clon or iron. Makine pevsonal arvane:.cnbs 
ee OL HLOGALS are announced, cne (uy, bhat 

UUs eG. EMSS NG Setneies grid calls te treusit 

dune or to bistrict or Pederal cfiicess involved. 


ft is belictved thet this ee WLli rmsult in iver, 
FOG COP GES wage lay ht sheale ais 2 évosd, aurbre suasen atter~ 
noon sear Sy Negacnnard dig. uouals that Leb wede uw Oy oma vly 


Ce ae nes a wane bon -f. geen e a sf ety eee OS ee ep ye 
Sehoane “nd scranhrer operc sions acsiencd bo wine Lee DURST paigerds. 
a 1 * $4 ake SE a“ abe eee 4 aes 4 
It is hope. thet tis policy ray also sui cag muidc 


bo Wayor industrial and coxscreiel enter VELobe 2h wes idnpton tht 
found 2b poses phe “tor g fellos it. 
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3, ery a » Walelerercl > nfs sake Pa , A meer aes nee 0 Be hes a 
veauitte. the Personnel vLDve bor wi. lig Li cechately upon receipt of 
pPOSEr Ho Gilbeecnon dro she pederal Personnel, Council, auvise the 
Orticos of the Lirestor, ue att Lirectors, uasshiebtanbt wirce bors 
are Uitice he ws br telescone of the hour ab wa e's io CME? CSL ev ecs 


Bla De as i 


: Pabosel cue to hasardous weather without. charge to annual 
COVE. 


POR VES LECT! GP CoNPAL, IWPALLIG: sen: 6 7 
25X1A 


wladt ail woos. 
Depuby Lircetor* 
(Ad.inistration) 
Atbsacmient: 
Policy Ler Corbrel of Lig wissals 
During Hasardous weather in weshin 


PLOW tcUi dese 
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THE WHITE HOUSE 
WASHINGTON 


January 9, 1952 


TO THE HEADS OF EXECUTIVE DEPARTMENTS AND AGENCIES: 


Extraordinarily hazardous snow and sleet condi-— 
tions in the metropolitan Washington area have on occasion 
warranted the early release of employees in order that they 
might reach home safely and at a reasonable hour. However, 
because a general dismissal so congests traffic, there is a 
need for coordination throughout the entire Federal establish- 
ment in this area in order that the purpose of early release 
will not be defeated, 


The attached policy for control of employee dis-— 
missals under hazardous traffic conditions in Washington was 
developed by the Federal Personnel Council in cooperation with 
the District of Columbia Government, The President asks that 
each department and agency follow it as general Government 


policy. 


This policy makes use of the irregular release hours 
already in effect so that a peak load will not be imposed upon 
transportation facilities before those facilities are prepared 
to accommodate the load. It also will permit more effective 
utilization of snow removal equipment. 


DONALD S. DAWSON 
Administrative Assistant 
to the President 


Attachment. 
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FEDERAL PERSONNEL COUNCIL 
United States Civil Service Commission 
1626 K Street, N.ji/. 
Washington 25, D.C. 


As approved by the Council 
December 28, 1951 


CONTROL OF DISMISSALS DURING HAZARDOUS WEATHER 


IN WASHINGTON 


Traffic conditions in the Washington Metropolitan area are 
sufficiently congested under the best of weather conditions to 
make problems of transportation to and from work of considerable 
importance. shen such congestion is compounded by severe snow or 
icing conditions on streets, highways,.and bridges, traffic becomes 
unusually dangerous to safety and health, As the largest employer 
in the metropolitan area, it is incumbent upon the Federal Govern- 
ment to take some positive steps to control and put on an orderly 
basis group dismissals of employees whenever snow or icing comi- 
tions are sufficiently serious to warrant such action, 


For this purpose, the Council recommends the following 
policy on this subject: 


1, No early cismissals of Federal employees because 
of winter traffic conditions in the Washington 
arca will be made except under the. provisions 
of this policy. 


A. iarly dismissals of Federal employees will be 
contingent upon a determination made by the 
District of Columbia Director of Vehicles and 
Traffic, as authorized by the District Commi s— 
sioners, This decision will be based upon a 
finding that the condition of streets and high- 
ways in the metropolitan area is or will be such 
that early staggered dismissals of employees would 
reduce the possibility of serious and hazardous 

. imaffiec congestion. 


3. On any day on which severe snow or icing conditions 
exist or appear to be in progress, the Director of 
Vehicles and Traffic will notify the Federal 
Personnel Council whether or not early dismissals 
are warranted. If dismissals are proposed, the 
Director will indicate the specific time in advance 
of regular closing hours to be followed, 


(OVER) 


Approved For Release 2001/09/03 : CIA-RDP81-00728R0001001 10009-3 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


H 
nN 
i 


4. The Gouncil star’ will, by telephone, inform 
the versonnol directors of cach department and 
agency as eerly as possible of this decision. 
tf the decision calls for sarly dismissal, cach 
department or agency should dismiss without 
sharge to annual leave as many of its employees 
as practicable for the specified period prior 
to the agency's normal closing time. 


Hasardous weather conditions existing or develop- 
ing before an employee's regular work hours 
should not ordinarily be the basis for absence 
from work, but it is recommended that depart- 
ments or sgencies excuse tardiness genuinely 
ovcasionsd hy such weather. 


wn 
s 


In view cf the automatic features of this policy 
and in order to avoid congestion on the telepione 
Lines ec waste of manpower, it is urged: 

(a) that employees refrain from calling for in- 
formetion or from making personal arrangements 
before dismissals are announced; and (b} that 
depariments and asencies avoid calls to transit 
lines or to District ov Federal offices involved. 


Gres 
e 


It is belioved that this policy will result in fewer, 
not more, cismissuis, It should also avoid, during sudden after-— 
noon storms, hipnaawd dismissals that interfere with orderly 


sanding and scravinz oparations designed to minimize traffic hazards. 


Tt is hoped taut this policy may also serv: as 2 guide 
to major industrial and commercicl enterprises in Washington thet 
find it possible to follow it. 


Meld 90% gy ayp 
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Cou Tia Li PobbiGudiCn AGLICY 
washington, lL. 0. 


WOLT SE 18 danucry 1952 


ri" 


SUnduc?: Esteblishuent of the Position of Buditer-in-Ciief 


L. There is hereby estaslished tac position of Auditor-in-Giict 
Yor the Apenez. 

2. The Auditor-in-CaLei shell we rosgongible to the Larector, 
throu the OGriace of the weyuty vireetor (Adwinistretion), for the 
audit (exclusive ef inverncl audit) of all finance, fiscal and 
property .atovcrs not uncer the General Accountine Ciiice proceduris, 
and for assuring tact aypropriebe current aucits arc oucde. He is 
gurtoner awonoriged te cxauine the accounting, inbernal augit, iinan- 
cla. procccuins, orpernisasvion ena orceetices of the Agence? and te 
reco. end chnnuges in the antei:esis of ciLieiency and protection of 
Govurnvent funas end propurty. 


3. As the crcation of this position and its resvonsibllitices 
ar besea ou the reyuare ents of opgcrasionsi SOUR. Le @iu. tae pito- 
tection of inbellir.nee sources and wetiods, s.icvrsty wwlb be a 
basic corsuc.ration in all actions ana rece . cndesonons undcr tis 
AULOTIZA LOM. 


lh. The Auditor, Cla, will rovort cix.etls; to the Auciter-in- 
Chick out no otacr agai pica EUbIOLL LES Lunctions or re sgonsibili- 
bacs oi the Aginer are aiivcted by this Netice, 


WALT at Be. SLE 
Dircebor 


DISTAL BUTI: WO. 2 


5. CnET 
sceurity Inioruetion 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


4£5-/172 


1, Jamary 1952 


MEMORANDUM FOR: Legislative Counsel 


SUBJECT : Position of Auditor—in-Chief 


Ll. Attached is a draft of a procedure for the fAuditor~in- 


25X1A Chief; MMMKirafted this. 


25X1A 2. You will note that Mr. Wolf has made certain changes in 
the draft and that [[bos submitted additional comments. O5X41A 


3. Mr. Wolf advises me that he concurs in NA a a ee sug 
gestions but would appreciate it if you would review the entire 
thing. 


h. If it isn't too much trouble I would appreciate it if 
you could produce your recommended final draft and return it to 25X1A 
me as soon as possible, 


i. K. WHITE 
Assistant Deputy Director 
(Administration) 


Att. 
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SEGHRTEY FIEQp avin 


11 January 1952 
MEMORANDUM TO: Mr. Wolf 


With respect to your statement of function for the Auditor~ 
in-Chief, I suggest the high importance of your issuing a procedure 
which will embody instruction that the Auditor must weigh with the 
covert offices concerned all security aspects of a given project 
in order not to blow them out of the water. I am sure this is under- 

25X1A stood by MM and Saunders, but for the record and for the 
future when others are doing this work, it seems to me necessary to 
make such instruction. 


I call your attention to explicit provision along these lines 
already existing in 9.) of the Confidential Funds Regulations, as 
follows: 


"(3) The Comptroller shall provide various 
internal and external audit facilities to be used in 
the performance of any necessary current administrative 
Agency audits. The Comptroller, the Auditor/CIA or the 
commercial staff(s) may initiate an audit requirement 
provided that, in order to prevent duplicate activity, 
to protect the project against security jeopardy and to 
ensure that the audit requirements of all are met, they 
shall mutually coordinate: 


"(a) In the selection of the audit 
facility to be used in each case, 


"(b) In determining the central control 
and contact point between the Agency and the 
audit facility, 


"(c) In establishing the communication 
channel to be used while the auditor is in the 
field, and, 


"(d) ALL instruction, correspondence and 
reports to or from the audit facility (provided 
that each shall be free to discuss his specific 
audit requirements with the auditor before de- 
parture).!" 


It is to be noted that this provision has to do with proprie- 


tary subsidy investment projects, etc., and that there are a large 
number of projects outside of such classification. 
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SECURITY rnHReaTIN 


Perhaps you will deem it proper to refer to 
the question of whether or not the specifications in the above 


quotation could not equally apply to any covert project, with 
the substitution of division chief instead of comnercial staffs 
for other than proprietary, etc. projects. 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOTICE 
1h January 1952 


SUBJECT; Fire Prevention 


L. The primury cause of a recent fire in one of the Agency's 
buildings is attributed to the use of unm unauthorized and improperly 
installed hot plate, Further, highly inxleameabie materials were being 
used without due consideration being ziven to safety precautions such 
as adequate ventilation, 


2. Accordingly, all Administrative Officers in conjunction 
with the CIA Safety Officer will make periodic inspections and remove all 
unauthorized and improperly installed hot plutes. 

3. Further, all Administrative Officers will take the necessary 
action to insure that adequate safety measures are provided when and wheve 


inflanmable materials are used by personnel within thelr offices. 


FOR THE DIRECTOR OF CENTRAL INLELLIGINCE: 


29X1A 


WALTER REID WOLF. ” 
Deputy Director 
(Administration) 


DISTRIBUTION No. 3 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. Cc. 


NOTICE 
lO January 1952 


SUBJECT: Office Hours of Inspector General 


1. The Inspector General will be in his office, Room 1, Admin- 
istration Building, 2430 "EZ" Street, N. W., from 2:00 p.m. to 6:00 p.m. 
on the first and third Monday of each month to hear on a confidential 
basis complaints or constructive Suggestions which have not been satis- 
factorily handled through normal channels. 


é@. Anyone in CIA, without restriction, will be welcome at the 
above times. 


3. Advance appointments may be made, if desired, by telephoning 
Extension 466 or 472, 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 25X1A 


SID WOLF 
Deputy Director 
(Administration) 


DISTRIBUTION NO. 5 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


25X1A 
Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


\ 


1 STANDARD FORM NO, G4 


Office Memorandum * UNITED STATES GOVERNMENT 


TO : Chief, Organization and Methods Service DATE: 5 January 1952 
FROM : The Director of Training 


SUBJECT: Request for CIA Notice 


It is requested that the attached notice be disseminated 


MATTHEW BAIRD 


as soor! as possible, 
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NohOMNTUN FOR: Assistant liirector for Communications 
Assistant Director for Policy Coordination 
Assistant lirector for Special Operations 
Assistant Uleputy Director fians (Administration) 
Chiefs of Area Divisions 
Chief, Technical Services Staff 


FROM: Doputy Lirector (} Lang) 
SUBJECT : Organization 
ae nePeheCEs GIA Notice BM 6 sanuary 1952 


1. In accordance with a memorandum fron the Leputy Uirector 
(Plans) dated & January 1952, concerning the above subject, effective 
3? & Publication Control ranch is established under 
the direction of the Assistant Leputy Lirector, Plens (Administration) 
to perform the publicstions control functions for all organizational 
clements under the Reputy Mirector (Plans), 


2. f&eccordingly, all Publications Control functions and T/6 
positions presently assigned to the organizational elements under 
the DD/P will be transferred to the Publicatione Control Pranch, 
Office of the ALLP (A). 


FRANK G, wISNEH 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


25X1A 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


seteeehy 
weeurity Intorvet ion 


gow 


Gis: Res) aktate ? pave 


vubjieet: Funetions of the iublieatlonn “ontiwol Branch, tries of the 
suletant bemty jurueter, rlens (ade irdetrat' on) 


le. The Ohdef,  ubddestions Controd Bran, Urtice ef the ALP tidy 
is Paspongdh Le for the nebliestion of adi P/E Useuances ane tire 
performance of the fodlowing funetions: 


®e reovlding teeaniess me telengd io @Ll organisational « Luments 
under the veruty shen \Y Lene) en Publications Control matters and 
Booisting in the achuel ePeperetien of publications when re quired. 


Ye Pevlewlng processed publications Srea the otarndpodiat of 
nuceselty, tinelinesa, palley, anc verification of appropriate 
coordtluation. 

Ge nekablishing fotyle canal? rules vor @li ol/i cublicationg 

O, .ditiog ahh prepoeed publicatione, 


Se Letersiniar apcrocrdqate Meaun, eadhepery, Lorsg Ly and carthoe 
al reproduetion. 
£. iffectine necenses wy Sourcimetlon of LAP Mwtidieotlons with 


s 


all effices ooneorngd whieh fre not under the Pa uty Pareetor (i Jang}. 


ie Wetaludng finul approval of the Depwty Dareeter (i lens), or 
mehenes prior to mablicat Lon. 


ta 


he Uriginoting and Jesuing oublications ar tireoted by the LL/F 
er ALLY fe), 


1d, healntaining neceivery Liaison with enc obtaining technical 
guidanes from they Crganigatlon and Methods Service régarding 
Fublications Control matters, 


de Usintadning histerical Mle ef al LiU/F and xrectaceseor 
Sublications. 


ke Maintaining current file of all Cli and DU/P Publdeationg 
including a reference incer subject file, 


1. Analyzing and reviewing existing sublicationg on & continuing 
bapias scheduling, direct’ ng ane cupervising the revision of publi- 
cations as required, 


we Controlling the distribution of Lu/P bublieations, 


SECKET 
Security Information 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


25X1A 
Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


Next 24 Page(s) In Document Exempt 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


4 


IA NOTLCES 


25X1A 
Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


Next 7 Page(s) In Document Exempt 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110009-3 


RESTRICTED 


STANDARD FORMS STOCKED IN CIA 


FORM NO, TITLE 
SF3a Continuation Sheet for Schedule of Obligations 
SF? Service Record Cerd 
SF14 Telegram (7"xQ!) 
SFLU Telearam (B"x104") 
5FL9 Bond of Indemnity 
S¥F22 Instructions to Bidders 
SF23 Contract .- Construction 
Sree. Bid Pond 
SF25 Performance Bond 
SF25a Payment Bond 
SF26 Driver's Peport - Accident 
SF26 Award ~ Sunply Contract 
SF27 Performance Bond (Corvoratea Co-Surety) 
SF27a, Payment Bond 
SF27b Payment Rond — Continuation Sheet 
SF2R Affidavit of Individual Surety 
SF2R Claim for Damages (White) . 
SF30 Invitation and Bid ~ Suovly Contract 
SF31 Schedule — Supply Contract 
SF%2 General Provisions ~ Sunnly Contract 
SF3% Invitation, Rid and Award -— Supply Contract 
SFL Annual Bid Bond 
SF35 Annual Performance Bond 
SF36 Continuation Sheet 
SF30 Request for Certification 
SFL Contract for Telephone Service 
SE50 Notification 0” Personnel Action 
SF51 Revort of Efficiency Rating 
SP57 Application for Federal ™mployment 
SF5a Continuetion Sheet for $757 
S62 Oath of Office, Affidavit 
SF6L Inter-Office Memo, &"xlod", White 
SFéy Inter-Office Memo, 5%x8", Blue 
SFA66 Inquiry Regarding Status, Veteran Preference, and/or Servico 
SF68 Notice of Official Bfficioncy Rating 
SF79 Position Identification Strip 
5P£71 Anvlication for Leave 
SF?5 Position Description 
SF75a Suide to Position Classifiers, Employers, Supervisors for the 
Preparation of Position Descrintions 
SF? Certificate of Medical Eramination 
SF88 Report of Medical Fxamination 
STA9 _ Report of Medical History 
SFo1 Operator's Reoort of Motor Vehicle Accidont 
593 _ Report of Investigating Officer 
| SF103 Anplication for Servicc Credit 
mee 
RESTRICTED 
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RUSTRICIFD 
SF1O5 Oblivations, Benefits and trivileges of Membership in the 
United States Civil Service Retirement System 
SF113 Monthly Report of Federal Civilian imp Lovrment 
SPLL2a Quarterly Penort of Federal Civilian Fmloyment 
SF1LI9 Contractor's Statement of Contingent or Other Peaa for 
Solicitins or Securing Contract. 
EF S59 Standardized Government Travel Kegulations 
SFSluc Serology 
$F519a. Radiozrevhic Penort 
SF1LG12 Voucher for Per Diem and/or Peimburseent of Expenses Tnecident 
to Official Trave] 
SFLCléa. Voucher for Per Diem and/or Reimbursement of Expenses Incident 
to Officinl Travel - Memoraadwa 
SFLOL2b Schedulu of Brpenses and Itinerary of Traveler 
SFPLGI2¢ Voucher for Per Diem and/or Peimbursement of Expenses Incident 
to Official Travel - Continuction Sher t 
SF101L2¢ Receint for Cash - Subvoucher 
SFLOLYA General Ledger 
SF1lodlsa Allotnent Ledver 
SP1LOLSb Allotmunt Ledeer - Copy 
SF1016 Distribution Ledger 
SFLO1l’ 2 Journal Voucher 
ST1034 Public Voucher for Purchascs and Serviens Other Than Personal 
FLO34a. Public Voucher for Purcheses and Serviecs Ither Than Porsonal ~ 
Memorandum 
SFi635 Eudlic Voucher for Purchases and Serviecs ‘ther Than Personal - 
Continuation Sheet . 
1 SF103 5a. Public Voucher for Purchases and Services Other Than Personal — 
Contiauetion Shect 
: SFLOI6 Statement and Certificate of Avard 
SFLOI Ayplication for Advance of Funcs for Trevel Frnenses 
SPT fh Schedanie of Collections 
SFIQL4 Schedule of Transfers — Srecial Donosits 
S¥TOQES Public Voucher for Refunds - Memorandun 
SF Ou9 Public Voucher for Fefunls 
SFLOSG Public Voncher for Refunis ~ Memorandum 
S¥Fi.055 fyolication for Payment of Amounts thie Deerascd or Incompetent 
Civilian Tmilovecs, Officers and Fulisted Men in the Military 
Service, and Public Creditors of the Mhited States 
SFLG67- Public Voucher for Transnortation of Pascenrers 
SPLCA7Aa Puvlic Voucher for Transvortation of Farsongers 
SFLGS7D Public Voucher for Transportation of Parse iors 
ST1LGS7c Public Voucher for Transportation of Passensers 
SP1L059 Voucher for Allowances at Foreigm Posts of Puty 
SP1L0692, Voucher for Allovences at Foreign Posts of Duty - Memorandum 
SFLO70 Sehodule for Retiremont end Disability Fund Credits 
SFLOBO Vouchur for Transfers between Anpropriations end/or Funds 
SF1L08Ga. Voucher for Transfers betyeen Avpropriations end/or Funds - 


Momorendum (Disbursement) 


-B- 


Ru iseatCr 
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SFLOS(b 
SFOS 
SII ORL. 


SP1LOQ5 


arlagy 
SPLAO? a 
SPL098 
SELIOR38, 
STL LOU 
OPLIIS 
SHLLOo 
5#L108 


BPL1LOGa 


SPLULA 
SFLISS5a 
SP1126 
SPL126 
STILT 
BEFLL2Ra 


SFLLSO 
SF2802 
SF2R06 
SP28090 


SP2308 
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REOTRT CRD 


Voucher tor Transfers between Appropriations ond/or Funds - 
Flue (Collection) 

Voucher for Tranefors betweon Anvrovrintions end/or Funde - 
Mreen (Collection) 

Schedvle or Youchor of Yithdrawele and Credite between Ayvrovri 
tion end/or Funds 

Sumer Statement of Disbursement ana Collections by Anprovria- 
tion Limitotions 

Schodale of Voucher Deductions 

Adsurtment Yourher to Bftect Correction of Frrorg 

Adjustment Voucher to Effect Corraction of Errors ~ Momorandum 

Schedule of Cancelled Chectes 

U. §. Government Bill of Ledine o Memorandum 

T S. Sovernment Bill of Lading - Shinpine Order 

U. §. Government Freieht Was bill - Orisinal 

U. S. Government Froisht Waybill - Carrier's Copy 

Certificate in Lieu of Lost U, §, Government Bill of Ladino - 
Ori sinat 

Certificate in Lion of Last Uv. S. Government Rill of Lading - 
Momo rn indium 

ublie Veucher for Trensvortation Chereca 

Public Voucker for Transportation Chartes — Mcmorendum 

Statement of Generel Accounts Falanecs 

Schedule of Belances Showing Status of Avvronriationg 

Stotoment ox Aynortionments and Allotment Accounts by Appropria. 

Poy Roll Cortification Control 

Pay Roll Chenae Slip — Padded 

Poy Roll Chener Slin 

Pov Ral] for Personal Services 

Pay Roll for Pergonpl Serviece - Momorandum 

Voucher for Petty Purchrsag 

Voucher for Petty Purcheers — Memorandum 

Voucher for Potty Purchrsees — Continustion Sheet 

Voucher for Petty Purchegen — Continustion Sheet (Memorandum) 

Time and Attendance Report 

Tine and Attendance (11x17!) 

Leave Record 

Record ot Leeve Tata Transferred 

Aupliecation for Refund of' Retirement Deductions 

Individual PRetiremont Record ard 

Annus. Summery Retirement Fund Transactions 

Desienetion, Chan,ze or Revocation of Boneficiary 


Cs, 


PESTRICTHD 
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tion: 


25X1A 


FORM NO, 


cSie2 oO 
C8279 
C8283 
CS28O9 
C8PROPL 
OS3605 


Trousury Dopertnent Forms 


pace 1 
1739 
LIQPA 
6569 
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PETCMEG 


CIVIL SFRVICH PORMS STOCKRD IN CIA 
TITLE 


Proof of Residence 

Mnusernrint Card 

Notice of Correction of Individual Tetiremont Record 
Revietor of Sscvuaratione and Transfers 

Buoister of Adjustmontes 

Applicntion for Refund of Retirement Deductions 


MISCELLAWFOUS FORMS STOCTGD IN CLA 


Eimloyee ts Withholding Exemption Certificarte 

Bond Tssiance Schedule ~ United States sevines Ponds 

Bond Issuance Schedule — United Ste ‘tee War Sevines Pond 

Power of Attorney by Tndi: viduel for the Collection of Chee'ss 
Drewn on the Troeesurer of the United States 


Seneral Services Administration Forms 


OF? 


Proucrty Pags 


Sovernmont Printine %ffice Forms 


R2390 


Order for Standard Bornes or Supplies 


Bureau_of | Employees! Somensation Forms 


CA~1 
CA-146 


CA~17 


Employees! Noticen of Injury or Necupational 
Request for Trertment of Injury under the U. 
Comocnsation Act 


5S - 


Request for Treatment of Injury under the U. Ss. Employee's 


Compensetion Act when en use of Injury is in Toubdt 


on 


RESTRIOTRD 
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NOTICE { 
SUBJECT: Telephone Security 


1. Special attention is invited to CIA le. paragraph 25X1A 


P (2) (a), which reads as follows: 
"The presumption must be that every conversation by telephone 

or interoffice communication system will be overheard by unauthorized 

persons. No wires are protected, not even those carrying interoffice 

calls. Therefore, Top Secret, Secret, or Confidential information 

must never be discussed over such facilities," 

2. Certain details pertaining to classified subjects may not in 
themselves constitute classified information and may be discussed by telephone. 
Primary responsibility for determining whether the subject matter to be discussed 
constitutes classified information rests on the individual making the, presentation. 

A od 
It is also important that the recipient of a telephone message, when Being information 
which he considers classified, immediately request the caller to consider whether a 
compromise of security is involved. If there is any doubt in the mind of either 
the caller or the recipient, the call should be terminated promptly and the subject 
discussed in private conversation or by mail. 

3. This specific security measure is brought to your attention since 


there may be a tendency to relax because most of us use the tel@phone a great 


deal in the performance of our daily routine, 


I do (not) concur in the above. 
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Sacurily inborie tes 


13 March 1952 


PROCUPEMENT & SUPPLY OFFICE KuqULATiON xo. [EI 25X1A 
SUBJECT: Sseurkty in Comection With Telephone Conversations 
L. Attention is perticularl 


Agency's Security 
P (2)(a), whieh reads: 


invited to that portion of the 
Paragraph 25X1A 


"The presumption must be thet every conversation ty 
telephones or inter=offica communication system will 
be overheard by unauthorized persons, Ho wires are 
protected, not even those carrying Inter-office calls, 
Therefore, Top Secret, Secret, or Confidential infore 
mation must never be discussed over such facilities," 


2. This specifie security measure is brought to your attention 
since there may be a tendency to relox beeauso most of us use the 
telephone a great deal in the performance of our dally routine. 


3+ It should be noted that the prohibition gnoted in Paracranh 
1 above applies to classified information. ‘This means that there 
are detalls about a classified subject which in themselves sre not 
"information" and mey be discussed on the telephone. This, however, 
puts the resmonsibility for decision as to what is classified Mine 
formation" on the person presenting it and thus great care mist bo 
exercloed. It is also important that a person who is called on the 
telephone and ig being given what he considers classified "informne 
tion" should cell this to the other person's attention for reconsiv 
geration as to whether security is being violated if there is a 
contiming doubt in the mind of the recipient of such information, 
he should terminate the call promptly and offer to continue the 
subject matter by a porsonal conversation or by mall, as the dise 
tance between the two persons may dictate. 


h. It is requested that each person within the Planning Staff, 
Supply Division, and Purchase Division read the subject memorandum, 
When read by all, this Office will be-so notified on or before 
21 March 1952, 


JAMES A, GARRISON 


Copy tos we 
Cy Pleming Staff Org. & Methods Service meer TED 
C, Purchase Div. OPS Regulation File UAE Babee B Ber 
C, Supply Div. Sceuriiy teformation ao 
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RESTRICTED 
OIA FEDERAL CREDIT UNION 


Washington, D. C. 


a April 1952 


SUBJECT: Clesing Oredlt Union effice on 30 April 1952, 


1. For the purpose of making an audit, the two Credit Union 
Offices (Room 200 Central Biusild ing end Room 2201 I Building) will be 
closed on 30 April Lose, 


2. Deposits planned for the last day of April should be presented 
on 29 April. Credit Union Offices will be prepared to accept them, ag 
well as transact any other business, between LoUO hears and L50C hours. 

3. ALL members of the Credit Union who have not picked up their 
new paussbooks should do so price to the date of the audit. 


4. The Credit Union Office presently in Room 220) I Buildung will 
ve located in Room LOO Y Budidinyz, effective 1 May 1952. 


WDWARD R. SAUNDINRS 
President 


DISTRIBUTION NO. 5 


RESTRICTED 
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